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a lime will tell... 


Almost literal]; around the clock, one 


of the most interesting and conclusive tests 
Im ail typewriter history 1s now going on. 


Wisk. she Lalelen of mow . 
ih the Nhaitin tr nev tvpewriter pro- 
i g l y y} 4 i! 
} ¢ +} f +} 
suction in the spring Of 1942, and the pur- 
| r : | 
cl r our armed forces . from dealers 
: aa . ye , 
1 users alike . . . of all available machin 


of recent make, vital American industries 


’ . e991 
1ave nevertheless kept going full blast. More 


c 


, 
-r-work than ever before, and fewer type- 


writers to do it with—including many a ten- 
: a Sigs, : 
year-old and many a rebuilt of much more 


ancient vintage. Intricate gears and delicate 
rings are taking an awful beating . . . and 
so, we may add, are America’s secretaries. But 


the work is gettin 


ao 
e 
¢ 


So when the test is ended and industry 
once more resumes its peacetime routines, 
you’re going to have a lot of first-hand 


¢ 


o9 


evidence about typewriter reliability ... 
under wearing rush and pressure. Time will 
tell .. . and more convincingly than we can. 
But we know this—a lot of Smith-Corona 


, he ] ] } 
user are poing (to t m } asea with 


eee Oe 


their Wartime record 


| : & C SMITH & CORONA TYPEWRITERS INC SYRACUSE IN Y 


SMITH-CORONA 


Typewriters 





\ War production entrusted to us is precision work calling for skill 
Groton Plant won by making America’s finest office and portable typewriters 
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Millions of typed letters and reports uable time. Ir tells you where to begin 
are needed to build weapons for battle your letters and \ re to ¢el [ 
and to keep the home tront supplied avoids fZucsswork an Saves precious Ssec- 
Secretaries are helping to ‘deliver the onds in spacing your work properly. And 
mail’ to the enemy in the only langvage you pull out the carbon paper by t 
he can understand scale, without smu ng your fingers 
Business offices require speed and ett Get acquainted now with this it 
qiency as never before That S one reason tO fastet 1 neater typing Ki Ow hk to 
so many of them are using Webster car use it before you report tor that wat b 
bon papers and typewriter ribbons and you'll get off to a good s k 
Webster Micrometric Carbon Paper, your School Supply Department tor the 
with the white numbered scale, saves val- special school pack 


CONVENIENT ORDER FORM for SCHOOL SUPPLY DEPTS. 


Send this Coupon to DGS” GREGG PUBLISHING CO. 


5 
' 
' ' 
; 270 Madison Ave., New York (16) ' 
' 

' 
up- ~Cg s » V ’ ' 
All p-to date schools are now ; Please send me packs of Micrometric Cart ' 
ordering Micrometric Carbon 8 Paper for school use at 7!» cents per pack plus post - 
Paper from the Gregg Publishing : age. Address bill to ' 
; 8} , . 
Company. The couponisforyour $ r 

f f y on 

he . ' Name ' 
convenience. ' ' 
r 

' 
t School Street ' 
F.S.WEBSTER COMPANY : ; 
. . ' ' 
. ' 
17 Amherst St., Cambridge 42, Mass. : City ' 
' 
: ' 
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Please mention the Greagq Writer when answering adver 
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APPLIED 
SECRETARIAL PRACTICE 


SECOND EDITION 


By John Robert Gregg 





A national favorite, this text trains the 
student in the procedures, the actual work, 


the customs of the office, business papers, 





office machines, and filing — all as they 





are found in today’s office. 


Skill in shorthand, English, spelling, typing, and secretarial 


arithmetic is carried to higher levels through selected drills. 


Realism is attained in personality training. A marketable person- 
ality is built through projects specialized for that purpose. 

Special emphasis is placed on training the student to plan and 
carry out a successful job-finding campaign. This is interesting and 


practicable. 


Two practical, correlated workbooks — Business Forms for 
Applied Secretarial Practice, Second Edition, Part I and Part Il 
—are available. The use of Part II (advanced) extends the course 
to two semesters. Also, there are available three double-face«| 


Victrola records for training in secretarial duties and attitudes. 


THE GREGG PUBLISHING COMPANY 


New York Chicago San Francisco Boston Toronto London 


Please mention the Gregg Writer when answering advertisements. 
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GREGG About This 


O FE BE Al me urgent request of tne Office 
C LL G f Defense Transportation, the Railway 


st Office nd 


A School of } miss corso nau’ 
te sand their Chrisimes shioments nol 
3ter than December 10. The purpose 


. 
Business... pe ee eS ee 


n Vials h +rancnog ale ‘a +; 
whicn the insporraTion Tac es 0 


he country will undoubtedly face when 


. . in addition to huge war traffic and heavy 

Preferred by College 3 rer ere will be extra civilian ond 
mi avel and shipping. 

Men and Women Especially will you want your packages 

tor the young men and women in the 

training camps here in the United States 
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Students represent 80 colleges and who are not among the lucky ones to be 
- os rel an nr tma Turlouans + arrive in 
universities and 30 states in C - a Son % 
Tim One of santa s big jobs, theretore 
WwW pe To yeT ft OV shir ments tor them 
trom reiative Ina trienas on tne way by 
the |0th that the e» man and 
Stenographic, Secretarial, and postman can aive him really effective 
Accounting Courses help in that pleasurable task. Lets pass 
Methods Courses for Teachers | . 
. F u have it in mind to make candy 
of Business ) a — e 
your gift Tf me of your Oregg triends 
Send for free booklet: “The Door- yOu may want fT borrow Miss Violette 
way to Opportunity.” Donlan's Je tT aressing t red and 
green min orthand greetings. We 
Court Reporting Course can imagine how effectively this could 
: be done by anyone accustomed to wieid- 
Write for special free booklet about . a ps © se in lettering birthda 
n tube in letterin irth 
school of Court Reporting: “Short- : Bee The ’ ‘ and af ¢ aaa a ao 
: Cakes: nere ore no end o nan S 
hand Reporting as a Profession.” eter ; s 9 
sould be rung on this idea. , 
Some of our readers take delight in 
~ naking their own greeting cards, design- 
ng them in shorthand or on the type 
Only high sch p - »d. . ° 
y Aignh s 100l graduates accepted writer. One very attractive message we 


received a tew years ago was typed in 

THE GREGG COLLEGE green (in the shape of a Christmas tree) 

n gold paper and mounted on a red 

. 

DOcKING. 

Director, PAUL M. PAIR, M.A. There are two Holiday Specials offered 

on page vii that you will want to take 

Dept. G. W. advantage of for yourself or your friends. / 


6 N. Michigan Ave. Chicage 2, tll. ubscripti re always especially wel- 
. | > 
come gifts, and are monthly reminders 


President, JOHN ROBERT GREGG, S.C.D 
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Please mention the Gregg Writer when answering advertisements. 
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A\nd That » »Y » S \ : 


, THE spirit of Christmas pervades many 





t the typewriting rooms each seas 
NG results in unusugily attractive O.A.1 
We still have in mind the 


scimens submitted by the student t 


/ 


e. nent an. Cc ~ 4 p n+ 
Miss Jessica Stevenson at Powell County SEN D 
High School, Deer Lodge, Montana. Eact 


e a Christmasy cover design. There FOR 
‘ ~ 

NOS 1 Santa bedecked in rea 1k and | 

fur. just leavina the house ofter his + I I 1 


+ 
Q 
rs 
> 
7 





ju ) } Ou e| y 
hi a pallet J Bg ok vy — : FREE BOOKLE } 
ea ascending the roofttor gai ° 
triding alona with hi pack pon | It tellsof a business field, Accounting, that isa“‘natural” 
: oe gr : for many women— that is now wide open for you. 
DOCK, There were beautitul Noé! scene Never but once before has that field offered such pos- 
but the ne that drew the n +t at sibilities for your sex. You should know about them. 
: Along with thislittle booklet, we'll send full informa- 
n was the cover with reali balsan tion about how you can prepare—quickly, at moderate 
ed nit in tr hones +a Chri try cost, and in your spare time—for this interesting field. 
4iu P Cc Ar Uu , - A 
i . . If you are really in earnest about your future, write 
res yr ai . r nkie +h littoar + ’ oe ‘ 
ING © Prink 7 W g . today for this booklet. There's no obligation—only chal- 
epresent snow. The students must have lenging information that can change your entire future. 


1 a joyous time making these duage! LASALLE EXTENSION UNIVERSITY 
vers, ANG Our examiners enjoyed seeing A Correspondence Institution 

















em. Ihey ve been used in our exhibit Dept. 1246BE Chicago, Ill. 
y+ the tea her conventi - 

J + . FREE! Your name beautifully written in 
Vo IS we were going To pre me an ® ornamental style and a copy of The 
uncement of G@ coming kkeer } Educator, containing lessons on penmanship, 
Ichine operators examin ohn n reachea sent absolutely free. Good for 30 days. Send 
from the Civi Serv , e id n at your name with this ad te 

Washington, D. C. There was not room THE EDUCATOR 

ugn in tne space availiable n pade 612 North Park St. Columbus, Ohio 
14 to add that applications from per 
engaged in war w rk ire not desirea 
8 ne eee eS DICTIONAR THOUT 
st a aden” MGiede ecometi CTIONARY WITHO 
a ce ee ae DEFINITIONS 
\A 4 Ww tee Sry TT " ry " " | | sa) 
v .? t cies 2] } em- - ~ ~ = oe.¢ 
20,000 WORDS — Second Edition 
' yment tot 7oT on pions nnounce- 
aielilin: seal Mamane Gis’ cated, dieias tee By LOUIS A. LESLIE 
tale Cc C oppiying may ¢t 
r | 
oTaineao oT Tirst- QGNG SecOna-ciass Ss] This very practical transcription aid gives 
a a : . | the spelling, division, and accent of 20,000 
eas e > ? r an rh eT +¢ , ’ - 
— ExXCet 4 regional eaaquoarter high-frequency words. In addition, the book 
ties, where the torms must be obtaine } contains spelling helps, a discussion of word 
ar 1: +. c x division, and a list of homonyms 
‘TY me United States & Vil oervice For the transcription student or the stenog- 
eaiona 4 » carme may - L. rapher on the job, this attractive, pocket- 
J _ O -o. . - oy OIS¢ “: -_ sized volume is a timesaver and is insurance 
nea trom the Comm ssiONn tice at against those damaging « rs that result 
- from not having a convenient, authoritative 
VOSNINGQTON Zd D. he book at hand 
NIT ae List Price, 60¢ 
NU now let us greet Al and Ernie and 
hn and their fellow Greggites overseas THE GREGG PUBLISHING COMPANY 
nd Phil ana tne oTners at nome, and say New York Chicago San Francisco Boston 
A . . ‘ i Te t 
h Tiny Tim, “God bless us every one! we lenne 
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es ' “Thanks, Underwood, 
5 = for the Help...” 


(Illustration courtesy International Telephone and Telegraph Corporation) 


Veteran Underwoods Help 
Speed the Telephones of War 


Aided by Underwood office machines, International 
Telephone and Telegraph Corporation and its associate 
companies are helping to fight the war. 

Day after day, they produce field telephones and radio 
equipment for our Armed Forces and globe-circling com- 
munications services. 


Built and bought for the business of peace, I. T. & T's 
sturdy Underwood Typewriters, Accounting, Payroll, Add- 
ing and Figuring Machines are all doing their wartime 
jobs well. They were built to take it. 

Reports I. T. & T.: “Our UEF equipment has proved its 
exceptional toughness. Every machine has more than met 
our demands for faster and ever faster war production. 
Even our older models haven't had to be pampered; ser- 
vice demands have been at a minimum. So, we say, thanks, 
Underwood, for the help.” 
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Underwood 
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i ypewriters 





TO OUR MILLIONS OF VALUED CUSTOMERS : 
{ccounting M ichines and {dding Mac hines 
are available under WPB regulations. 
Typewriters are available for rental to any 
one, 

Complete Maintenance Service in 366 cities 
from coast to coast with up-to-date equip 
ment, methods and factory-school trained 
service men for all makes of typewriters as 
well as for Underwood Elliott Fisher Ac 
counting Machines and Adding Machines. 
Ribbons, Carbon Rol!s and Carbon Paper 
Complete lines are available for a!l makes 
of machines. 

% Enlist your dollars . . . Buy War Bonds 


To Shorten the duration 


Underwood Elliott Fisher Company i. 


ONE PARK AVENUE, NEW YORK 16, N. 
.30 M-] 


In War production on U. S. Carbines, Caliber 


Airpiane Instruments 


en beted 
tomas | 


cana) 


| heen 








Gun Parts — Ammunition Components — Fuses — Primers — and Miscellaneous Items. 


Please mention the Gregg Writer when answering advertisements. 
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THE LEGAL STENOGRAPHER 


She had to learn it the hard way. 


Perhaps some of you will be 


helped along your way by these few hints out of her experience 


By GRACE McDANIEL 


four ago I obtained my 


BOUT 


first steady position as a 


years 
stenographer. 
My employer was a young attorney. The 
was infinitesimal, but in looking back 


that | did not earn 


salary 
upon it now I dare say 
any more, at least during the first few months 
of my employment 

Before this time I had been employed tem- 
porarily by an insurance office and by the 
city clerk. In these places my work consisted 
of writing dictation, and 
indexing. This work having been accomplished 
satisfactorily, I did not doubt that legal work 
would be with the “After 
all,” I thought, “dictation is just taking down 
typing them from 


letters from filing, 


done Same case 


words and then one’s 
notes.’ 

office I re- 
awakening from my state of 
will I forget that day. By 
five o'clock every particle of conceit had been 


taken out of my 


During the first day in the law 
ceived a sad 
simplicity. Never 


system 


For my first assignment in the morning 
Mr. Johnson dictated a petition and I typed 
it out neatly. It really looked very nice. When 
ompleted, Mr. Johnson read it over and 


picked up the red pencil. When he handed the 


vapers back for correction they looked as 
if they had broken out with the measles. The 
heading was the first glaring error. “The 


The Circuit Court for the 
County of Bessimer, In Chancery” should 
have been arranged differently. The names 
of the plaintiff and defendant should not have 
been centered. The title of the paper was to 
be typed on the right side on a line with the 
on the other side of the sheet. There 
certain and that were 


State of Michigan, 


” 
v$— 


were words phrases 


It simply wasn’t 


way: 


written in capitals. 
done, to write them any other 
I did that petition over and parts of it over 


again, until it was faultless 


always 


IN that first week I was introduced to aff 
davits, bills of complaint, stipulations, wills, 


decrees, jurats, and a half a hundred other 
forms. Each had its own rules for setting 
up and composition. I began to doubt if | 


would ever learn them all. It somewhat con 
soled me when Mr. Johnson said that he had 
id the same trouble himself 


My employer was a former stenographer, 


who by studying after office hours had passed 
the state bar examinations and been admitted 
to the practice of the law. He had been an 
expert stenographer; in tact, he had served a 


a Court reporter. He taught me all that | 
know about the work of a legal stenographer, 
ind because | travelled the 


. : : 
he was forbearing ith the maccuracies of a 


Saliit roat 


beginner. 

Mr. Johnson was extremely particular. No 
paper office that 
perfect. He made the remark that many peo 
ple might judge the 
the appearance of the 
rapher typed. If a 
and had misspelled wi 


went out of his was not 


ability of a lawyer by 
papers that his stenog 
badly typed, 
rds, that employer would 


paper was 


not be regarded as very able counsel to. en- 
gage. 

In the typing of wills, Mr. Johnson d 
manded the nth degre t perfection Ne 


erasures wt for even one 
period, and, | 
for recreation 
ten pages without 
better 


re allowed, not 
course, n strikeovers Just 
you might try typing five to 
slipping at 
acquainted 


once ! To 
unfamiliar 


! 
least 


become with 
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legal sted 1 to read Black the stenogray opies directly from the 
ston Ah, t ‘ ght, frot } [his method is to be preferred, I think 
literature! | I leart something new \gain, some lawyers insist that mortgages 
and became more proficient. By setting his is, and wells. typed with » rasures 
standards high and being very patient with \nother employer will not object to erasing, 
the errors of a green worker my employer provided it is done neatly 
helped me to become a good average legal Buy a few of the most used legal forms 
stenog [ an teful t it it the stationer’s. They will be about five cents 
[I ha ( upiece. Study thei: 
many times that peculiar words and 
aw ind on IC ITN hrasing carefully 


' } ' ¢ ie 
Lilt al 


ult to take dicta- 
tion about. For the 
stenographer wh 


ntemplating spe 


ializing in legal 
. i 

\\ a & 

to offer a tew sug- 

gestions 01 tips 


hich will make 
his path a little 
smoother Of 
course, the ability 
to take dictatio 
quickly and accu 
rately is one of the 
first requirements 
but the beginn 


vill find he needs 


§ uways typ 

louble spa D 

scriptions of real 
estate, et includ 
ed in an article art 
set off by very 
wide margins an 


100d sec? 

magazine for the 
inspiration and hel 
it will give you 
Read all the short 
hand plates from it 
that you have tim 


\y d now ‘ re 
thout briefs \ 
briet is “th it 


ten or printed 
points, authorities, 


the court by cour 
Longsdort The 


though, for they are sometimes anything but legal dictionary. I find this book really in- 
brief. Quotations from authorities such as teresting, and it helps one to understand just 
Corpus Juris are generally given. Some at hat your employer is expressing on paper 
torneys dictate these quotations and others here is a certain satisfaction in knowing what 
simply check the paragraphs to be quoted «licil, escrow, laches, etc., mean 


Have some member 


I WROTE my shorthand notes with ease. of your family of 
My penmanship was regal. , hee eel o ; 
: " iPiend CaG aloud 
I had no trouble with the words, ‘ “* 
7 from one while you 
Though some were long and legal. ; : 
take t dow! in 
° shorthand 
My lawyer-boss observed my skill 
With evident elation. oo 
° Y ( I \ I 1 th it 


‘Here is a girl, at last.” he thought, 

“Who handles quick dictation.” n attorney gen- 
ly tollows cer- 
fa . nv ional 
With dignity, I left his room meer 


And walked to my machine rases for each 


I felt quite sure no one had guessed type of material 
That I was new and green. Become familiar 
with these. It will 
| had a sense of glowing pride pay the beginner to 
Of power—dominion—freedom! keep a personal file 
And then I started on my notes f the different 
Ye gods! ... TI couldn't read ‘em! kinds used. For in 
“Maizie™ stance, het folder 
might contain an 
ithdavit lease 
emorandum of 
ig ment, petition, 
RS) stipulation, and a 
: il] W het t\ 1 
y 4 ticle. just < 
Ze 98 not shee 
nat - 
( 
S later 
i iw ofMnce 
vy. th state ‘ 
ts a it k of 
mn i 





; | act W the 
' 
» | Tey} ‘ 
; | S i i 
vork, examine 
° 
these books. {or 
they will Ip you 
immeasurably. 
and argument furnished t Quite a tew Latin words and sentences 
sel,” say Thumaker and are used in the law. and to get the correct 


‘ 


term is very misleading, spelling it is well to look them up in the 


23) 





949 
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OCCASIONALLY you will need to refer 
to the book of forms for the exact word or 
tl If you are not 
ertain of something, it may prevent a serious 
mistake if you know just where to look for 
the right information 

In ordinary letters if one understands the 
context and a word or two is missed, a syno- 
nym may be substituted and no harm is done 
It may even be an improvement. However, 
this can not be done in a legal document 


1 correct acknowledgment 


Another word may change the meaning of 
the whole sentence. Don’t take a chance just 


171 


because it sounds all right and appears to be 
correct grammatically 

Make a list of words and phrases that are 
always written in caps and refer to it often 

And, in conclusion, I cannot impress it up 
on you too strongly that everything must be 
kept confidential. Sometimes you will heat 
and write things about people in the com- 
munity that will almost make your hair curl. 
Never relate the smallest detail to anyone 
When you cover your machine at night forget 
what has passed 

And now I wish you the best of success. 


Twenty-Seven Ways of Saying “No!” 


By THOMAS LEVISH 


_. many Ways afe there I Saying the 
same thing? You'll be surprised. To a 


simple question recently put to activities par- 
ticipating in the war and defense program, 
27 negative answers were received couched in 
27 different arrangements of phraseology. 
The question was asked by the Commandant 
a certain Naval District whose function on 
this occasion was to apportion funds from a 
ertain Congressional appropriation available 
for a certain definite purpose 

Io determine how much money Uncle Sam 
might properly be asked to assign for this 
purpose to the District under his cognizance, 
the Commandant requested the responsible of- 
ficer of each unit to state his requirements, if 
, under the appropriation cited in the letter 
quoted as “reference (a).’’ The replies of suc! 
inits as required funds are not included in 
this summary. 


But those who said, in eftect ‘we need n 


? 
| 


any 


money,” each had a different way of refusing 
it! No two answers—though each was ex 


sentence—were alike! 


pressed in on 


THERE is no intention here to imply a de 
sire for standardization. Rather, this sym- 
posium is of value in illustrating the flexibility 
if the English language, and should be of aid 
to those desiring to avoid unvarying, stereo 
typed phrases in their daily correspondence 
The answers follow, exactly as received, wit! 
no omissions except the name of the replying 
activity or the title of the appropriation, of no 
oncern for the purposes of this article: 

1. In reply to reference (a), no funds are 
required. 

2. In accordance with paragraph 2 of ref- 
erence (a), it is reported that no funds under 
subject appropriation will be required by this 
i tivity. 

3. No funds are required under the subject 
ippropriation 


4. In accordance with Reference (a), it 
is estimated that no funds will be required for 
either (a) Employees, or (b) Supplies 
5. In reply to reference (a), it is reported 
that no funds are required by the —— 


chargeable to th subject appropriation. 


’ 


6. No funds under the above appropriation 
are required by this activity. 
7. This activity requires no allotment from 
subject appropriation 
8. No funds are required for subject use 
9. In accordance with reference, it is ad 
vised that none of the funds referred to are re- 
quired by this activity 
10. The Commandant is advised that no em 
yvees on this Station are paid from the ap 
priation 
ll. No funds under subject appropriation 
ill be required 
12. In reply to subject letter, the Com 
indant is informed that no funds are re 
ured at this 
13. In compliance with reference (a), the 
Commandant is informed that no funds charge- 
able to subject appropriation are required for 
this office for the fiscal year 1943 
} 


eC — 
i 


14. There are no requirements in t 
Office under subject appropriation for the 

scal year 1943 

15. No funds are required by this office 
inder subject appropriation 

16. In accordance with instructions contained 
in reference, the Commandant is informed that 
uo funds will be required chargeable to subject 
appropriation for the fiscal year 1943. 

17. No funds are required at this station for 
the requirements indicated in above noted sub 
ject. 

18. In compliance with reference (a), it is 
hereby reported that no funds are required 
for appropriation referred to in reference 
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19. In compliance with reference, it 1s re- 
ported that no funds under subject appropria- 
tion are required 

20. No funds will be required by this unit. 

21. No funds will be required by this ac- 


tivity app 


icable to the appropriation ————— 

fis 1943 

No funds will be required by this office 
rgeable against subject appropriation. 

23. In accordance with request contained in 

report 1 


during the al 
»? 


year 


to be cha 
nce (a), the fol sub 


mitted 


ere lowing 1S 


herewith 


Tue Grece Writer, December 


required under subject 


Estimate of funds 
1943—NON 


ppropriation for Fiscal Year, 

24. The estimated requirements of the sub- 
ect appropriation for are NONI 

25. No funds are required under Reference 
(a). 

26. Replying to the request contained in 


Reference no funds will be required. 


27. No funds are required by this command. 


(a), 


There you have it—*No”—but said in twen 
tv-seven different ways! Would you have be 
lieved it possible without this evidence? 


Another Secretarial Quiz 
{rranged by E. LILLIAN HUTCHINSON 


AST month we hinted that a_ surprise n the right side of his desk was the company 
might be forthcoming. Here it 1s. one, but that the one on the left side was hits 
“Something new has been added” to this rivate unlisted phone. You are to answer 

quiz feature—a bonus question, to which no both 
answer is printed. An answer will be printed The first time that the private phone rings 
in the February Greco Writer, however you answer in your best secretarial-class man 

In the meantime, ner, “M1 Benton's 

you are invited to sub- The Bonus Question office: Miss Andersor 


mit your solution. To The postman brings a 


large-sized 


registered letter sp aking.” 


any person who offers $/dreased to your chiet, on hich return, receipt is After “Mr. Benton 
a solution that is in letter. a , finishes his conversa- 
substantial agreement aa a a. Pa ly Mann ot tion, he says, “Miss 
with the answer that valuable personal securities. What would you do? Anderson, you know I 
is later published, the v told you this is a pri- 
GrecG WRITER will vate phone.” From his 
send a copy of the popular and helpful Sten tone you realize you have blundered. What 
raphers’ Transcription Reference, by Hobson was the matter: 

Answers must be mailed in time to reach 4. It is necessary for you to go to another 
us by January 10. Because of wartime con- department for a half hour or so in order to 
ditions, this offer must for the present be check on a certain matter. This means that 
limited to readers in the Continental United your desk and vour phone will be “uncovered” 
States only. luring that time. What would you do? 
Tie o : , : 5. The man you work for is the advertising 
FHE Bonus Question is given above; the nanager of your company. He has planned to 
regular monthly problems follow: send out a specia mailing to a selected list 


1. It has been your duty for several years 


to address the envelopes for your chief's 
Christmas cards. Throughout the year, you 
keep this card list up to date, and you are 


therefore pretty familiar with the names. 

This year your chief has selected a par- 
gay As \ 
the envelopes, you come across several names 
to whom you feel that, this year, such a card 
would be distasteful—persons whose sons are 
overseas in service and persons who have 
suffered other types of losses recently. What 
would you do? 

2. Your desk is located where many persons 
pass. You are typing a confidential letter for 
your chief when he buzzes for you. You won- 
der whether it is safe to leave your partially 
typed letter in your machine. 

3. When you became secretary to Mr. Ben- 
explained to that the telephone 


rollicking, card uu address 


, 
ticularly 


ton, he you 


f important 


customers. The mailing will 

msist of a multigraphed letter and a printed 

ircular. He spent a great deal of time com- 
posing both the letter and the circular. He 


‘kehed the proof of the circular before he left 
on a two-week trip 

I'he Duplicating Department has produced 
an unusually “deceiving” letter and you have 
matched the inside-address typing perfectly, 
have addressed the envelopes, and have folded 
and 


enclosed the letters. When the circulars 
are delivered, you have only to enclose them 


vith the accompanying letter and mail them 
out 

The day before the circulars are to be 
delivered, the printer telephones that he will 
1iot be able to deliver them for at least ten 
lays because of current labor conditions and 

paper shortage. What would you do 

See pace 200 for Answers.) 
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Capital of Honduras 


Central America — 


Honduras . Panama . Costa Rica 


ITUATED in the middle of Central 
\merica lies the fan-shaped republic of 
l It is a mountainous land 


forests containing mahogany and 





ther woods. A goodly portion of Honduras’ 
46,332 square miles is fertile valley land suit- 
ble for agriculture and pasturage. Bananas 


are the 
ind silver 


and Sarsapal illa 


chief export, supplemented by gold 


cyanides, fruits, coffee, tobacco, 


1,109, 


Honduras now 
l administration of 


has a population of 
aaa ' . : 
S33, liying under the able 
General Tiburcio Carias Andino, whose term 
f office has been extended to 1949. During 
technical, aviation, and agricul- 
tural schools have been established, new high- 
} 


lis term new 
ays built, and economic stabilization is the 
der of the day 

HONDUR AN history follows the same pat 
tern as that of its neighbors—the prehistoric 
Indians, whose culture has long been forgott 
ind lost, whose only remains are such ruins 
is are found at Copan; the Spanish reign; at 
tacks by British; French, and Dutch pirates 
(one pirate, Francois L’Olonnois took pos- 
session of part of Honduras in 1660). In 1740 
Great Britain landed forces on what was 
known as the Mosquito Coast at the request 
f the Misskiti Indians who, with the help 
of British settlers, had defeated the Spanish 
f In 1786 there was an agreement with 


orces, 


Spain that British territory should include 
parts of Yucatan and Honduras which is now 
known as British Honduras. This British pos- 
session of 8,598 square miles has ‘a pula 
tion of some 58,759 

** THE HUB of the world” is what Simén 
Bolivar Panama, 
historic Congress of Panama in 1826, to which 
World countries 


from the time 


called when he called the 
came delegates of the New 

And a “hub” it was and is, 
the Spanish adventurers used it as a base for 
irther exploration s intil later, when it be 
trading point for commerce to and 
from Europe. Rich cargoes from Spain would 
| Portobelo and traded for 


maize silver, 


Canc a 


x” unloaded at 
gold, 
emeralds, pearls, and equally precious stuff 


roods such as cotiee, 


lhen, when the Canal was built, it served as 
— 


crossroads 


1 shipping 


The city of Panama was the hustling cen 


ter of commercial activity until it was de 
stroyed during the attacks of the notorious 
pirate, Henry Morgan. The city was later 
built, but it never regained its tormer status 


as a trading centet 
\fter the 
part of South America against the Spanish 


general upheaval of the northern 


ule, Panama became a part of Colombia 
until 1903, despite 
sion. It was not until the Panamanians feared 
the United States would look elsewhere for a 
site for the proposed Canal, because of Co 
lombia’s ratifying the treaty, that 
Panama broke away and declared herself an 


several attempts at seces 


delay in 


independent republic Continued on page 174 





NEL GREEN FROM FREDER Lewis 


Statue of Balboa in Panama City 
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INCLUDING the Canal Zone, Panama has 
an area of 34,169 square miles and a popula 
tion of 631,637 

Panama is a name that spells adventure, 
first of all because of the great Canal that 
has guided ships of many lands on their way 
from the Atlantic to the Pacific and on to 
the Far East, Australia, China; the romantic 
ruins of the once strongly fortified and thriv- 
ing Portobelo: Panama City with its old and 
new world atmosphere The altar of the 
Church of San José, for instance, was orig- 
inally that used in a church in old Panama, 
and it is said that when Morgan attacked 
that city, a monk painted black this altar of 
gold leaf over mahogany Morgan and his 
band, thinking it worthless wood, did not 
desecrate it and so it was restored to its for- 
mer beauty and put into the new church when 
Panama was rebuilt 


COSTA RICA lies wholly within the trop- 
ics, but the climate 1s affected by the Andean 
cordillera which runs northwest to southeast. 
Land under 3,200 feet is very hot and humid. 
he Atlantic 
section has rain almost 300 days a year! 


[here is much rainfall; in fact, t 


_rops of bananas, cocoa, sugar, fruits, cocoa- 
nuts, and gums thrive in this zone 








KEYSTONE VIEW COMPAN 


Foyer of the National Theater 
at San José, Costa Rica 


At an altitude of from 3,200 to 6,500 feet 
lies the temperate, more healthful zone. Most 
of the population resides hereabouts (Costa 
Rica’s population is 639,197). The finest 
grade of coffee is grown in this section. 
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[he mountain region is cool and dry and 
is most suitable for raising fine milk cattle 
and livestock. 


COSTA RICA is 23,000 square miles in area 
and the land is quite picturesque because of 


its many rivers and watertalls and its volcanoes 
(most of them extinct), which have fertilized 
the soil with rich volcanic asl Poas is the 


largest crater in the world, it is said, being 
about a mile in diameter and several hundred 
teet deep. 

Man has certainly not detracted from the 
natural beauties to be found in Costa Rica 


when building his cities. Cartag lying at 
the base of the volcano [razu, still retains 
its old Spanish style. San José, the capital, 


is a neatly laid out city [he foyer of the 
National Theater is exquisite, one of the most 
beautiful in America Che capitol, post office, 
college, museum, and observatory of San José 
were all built with an eye to attractiveness 


Bookkeeping Machine Oper- 
ators Wanted for Federal Jobs 


ECAUSE Federal war work is constant 

ly creating new demands for skilled 
bookkeeping machine yperators, the United 
States Civil Service Commission is again 
bringing this need to the attention of quali 
fied persons. Working on payrolls, stock 
records of Army depots, distribution and sale 
of War Bonds, and vast numbers of income 
tax returns, these operators will have an 
opportunity to make a real contribution in 
essential work. Positions are in Washington, 
D. C., and throughout the United States, and 
pay approximately $1,970 a year, including 
overtime, 

\pplicants urgently sought are those with 
at least one year of experience on bookkeep- 
ing machines of the “writing” type—machines 
equipped not only with banks of numerical 
keys, but also with full alphabetical key 
boards. Applicant’s experience should have 
involved the operation of a number of adding 
or subtracting registers, the entry of bal 
ances, debits, credits, and the cross-footing of 
columns 
Since eligibles are listed according to the 
make of machine operated, applicants will 
speed their chances of appointment and ex- 
pedite the Commission’s work by giving in 
their applications the exact makes and model 
numbers of the machines they have oper 
ated and detailed de scriptions of the processes 
they have performed 

There is no maximum age limit for this 
examination, but applicants must be at least 
18. Applications should be filed with the 
Commission’s Washington office 
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REPORTER’S VIEW OF GENERAL 
COURTS-MARTIAL PROCEDURE 


With some special forms being used by one of the Diamond 
Medalists that we present to you in this month’s ““Who’s Who” 


By SGT. JULIAN R. 


O the Reporter sitting in on a court- 
martial for the first time, there seem t 
be many strange rules of procedure 


standardizing the methods of trial. However, 


it is soon evident that these time-proven for- 
malities are expeditious and greatly shorten 
the length of trial 


To understand the workings of a general 


ourt-martial, a person should have a general 
background of its composition and arrange- 
ment. According to the Articles of War it 
is necessary to have a minimum of five mem- 
bers on a general court-martial, but the or- 


linary practice is a court of from cight to ten 


commissioned officers chosen by reason of their 


age, training, and experience in legal pro- 
ceedings. One of those members chosen to 
sit on a general court-martial is designated 
the Law Member, and in the majority of 
cases 1S a tormer practicing attorney o 


magistrat 
Che 


court-martial is 


members of a 
with the President in the ap- 
the Law Member on the 

left, the other members of 
the court-martial according to rank, 
to the right and left of the Presi- 
addition to the members of 


usually 


proper seating of the 
proximate center, 
President's and 
seated 
alternately 


cent 
the court itself, 


Then, in 
there are appointed 
two former lawyers as Trial Judge Advocate 
Assistant Trial Judg Advocate, who 
personnel of the prosecution of the 
Counsel 


and 
form the { 


ase, and two lawyers as Defense 


and Assistant Defense Counsel, who form the 
personnel of the defense of the case. The 
defense and the prosecution are seated to 


members of the 
making the 


the left and the right of th 
ourt the f: 
mplete setup of the court-martial resemble 
the letter “U.” Then in the center of this 
L” are seated the Reporter and the witness 


THE pre followed at the 
a general court-martial is practically stereo 
typed, star with the Trial Judge Ad- 
vocate stating that the prosecution is ready to 


ont, 


and slightly to 


cedure 


opening ol 


ting oft 


proceed with the trial of the United States 
versus John Doe, and giving the accused's 
rank, organization, and station. Then the 
ccused is given an opportunity to introduce 


SERLES, JR. 
as counsel either the regularly appointed coun- 
introduce special 
ve either an ofhcer or an en- 
may even be a civilian at 
After the accused has designated whom 
introduce as counsel the Re 
porter is sworn. The Trial Judge Advocate 
then states the nature of the charge against the 
accused, and inquires of the court if there is 
ho feels prejudiced or biased, 


desire to 
’ 


sel or he 
couns¢ l, who may 
listed man, o1 
torney I 


may 


he desires to 


member wl 


any 
after which either the prosecution or defense 
may challenge any member of the court for 
cause, stating the grounds for such challenge, 
or may challenge any member of the court 


Law Member peremptorily. Each 
peremptory 
challenges, if any, have 


sworn and the 


except the 
side, however, is limited to 
challenge. After the 
been disposed of, the 


one 


court 1s 
and 
the 


sworn 
trial of 


personnel of the prosecution are 
the court-martial proceeds to the 


acc used. 


THE actual trial itself bears great resem- 
blance to civilian criminal court, with both the 
irraignment and the trial combined in a gen 
eral The may plead 
either “Guilty” or “Not Guilty” to the Charges 
and Specifications, but in either event the trial 


court-martial accused 


usually proceeds and t 


e purpose behind such a 


‘ 
} 


1€ prosecution presents 


a prima facie case. Th 


procedure is to present to the court a com- 
plete picture of the facts with regard to the 
iffense, so that the court may mete out a 


punishment commensurate with the gravity of 


the offense 


Actual testimony taken in a general court 
martial runs identical with civilian court, ex- 
cept that much more latitude is granted in the 


asking of slightly leading questions, and asking 
yf general questions which allow the witness 
to tell his story more or less in his own way 
In addition to the usual run of direct and cross 

there is the “Examina 
at which time any mem 


examination, though, 
tion by the Court,” 
ber of the court may clear up any point which 


} 
1 1s 


not sure ol 

Che testimony itself, from a reporting stand 
point, is probably slightly faster than civilian 
story-telling,” and 


have told their 


court, mostly due to the 


to the tact that the witnesses 
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stories quite completely betere, in the investi 


gation of the case, for witnesses seldom appeat 
before a general court-martial who have not 
already given written statements, copies of 
which are before both the prosecution and the 
lefense at the time of trial. 


PROBABLY the most important person on 
the court itself is the Law Member during the 
actual trial, for it is his duty to know the law 
ind to guide the court so that it renders a fair 
trial to an accused, On all questions concerning 


the admissibility of evidence, the ruling of the 
Law Member is final, and on all other rulings 
the decision of the Law Member is final un- 
less objected to by some member of the court, 
in which event t court is closed and votes 


ipon the matter by secret written ballot 


CONTRARY to the opinion of a number of 
people, general courts-martial as a whole are 


~ 


much more fair to an accused person than an 
rdinary criminal court. The percentage of 
mvictions, of course, is extremely high, but 
few persons are ever brought to trial without 


having a full and complete impartial investiga- 
tion of the charges made, and in case there is 
a lack of evidence to support the charges, the 


1 


charges are usually dropped before the time 
f trial 


THE accused in a court-martial has all the 
ights of a defendant in criminal court. He has 
the right to be represented by counsel of his 
wn choosing, to challenge members of the 
uurt, to cross examine witnesses, and to pre- 
sent evidence in his own behalf. In addition 
he is also given more latitude 
n regard to presenting his case than an or- 
linary defendant, for not only can he take the 
stand in a sworn statement as a witness, but he 
may also take the stand in an unsworn state- 
ment, upon which he may not be cross ex 
imined, and he may present either a sworn or 
insworn written statement in his own behalf, 
hich will be received by the court and given 
such consideration as it deems advisable 
Also, in regard to the record of trial, there 
an automatic appeal when the record is sent 
to the Reviewing Authority, and in case of 
prejudicial error or other discrepancies in the 
record, the Reviewing Authority has the power 
to disapprove or reduce the sentence imposed 
by the court-martial, or to return the case for 
retrial or revision, 


TO an enlisted man the advantages of being 
4 reporter on general courts-martial are im- 
nediately apparent, for although he does not 
ive anything remotely resembling civilian 
ites for such reporting, he does receive extra 
mpensation at the rate of 10 cents a folio 
for the transcript of the trial. This compensa 
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tion is in addition to base pay and allowances, 
and is specifically set forth in Army Regula 
tions, 

On the whole, the Army offers much to the 
young reporter just getting his start, not only 
from a monetary standpoint, but also due to 
the fact that because there is such a shortage 
of reporters in the Service there is always a 
great deal of reporting to be done. 


Now They'll Ring But Once 


A* one means of helping save time, gas, an 
L tires, American families are being urged 
to have some one at home during the holidays 
to receive packages. 

The Office of Defense Transportation does 
not permit more than one package delivery 
day at the same address. It simplifies mat 
ters when the postman’s and the expressman’s 
ring is always answered. 


Liberty Tanker Named for 
Typewriter’s Inventor 


SHIP has been named in honor of Chris 
A topher Sholes, inventor of the typ 
writer. This new ship was launched Sep 
tember 27 at the California Shipbuilding 
Corporation yards in Wilmington, California 
It was christened by Mrs. B Ellis, of Wil 
mington, Delaware, wife of the general man 
ager of the explosives division of the Hercules 
Powder Company 
Mr. Sholes was born in Pennsylvania in 
1819 and entered the printing trade. At one 
time he was editor of two Milwaukee papers 
One of his earliest inventions was a means of 
ddressing newspapers on the margin; patents 
were later granted him on a paging machine 
and for improvements on a numbering machin« 
He began work on the typewriter inventio 
during the early 1860's, receiving his firs ‘ 
ent in 1868. After five years of unsuccessful 
efforts to make and sell machines, manufacture 
was turned over to the Remington Arms Com- 
pany. Mr. Sholes was granted many other 
patents, the last in 1878. 


Include “Postal Zone Numbers” 


we OSTAL ZONE” numbers should b 
included whether sending Christmas 

I There ar 
system is 

in effect. And remember, please—PLEASE 
GET YOUR CHRISTMAS PACKAGES 
ON THE WAY BY DECEMBER 10, to 


clear the path for war business 


packages by mail or 
about 150 cities where this “zone” 


yy express 








66 OU caint priv no y ung r Gr inny 
iXcarey prodded David, her “grandun, 
ige fifteen, who sat between us at 

the red-oilclothed kitchen table. Each of us 

was busy with pad and pencil, intent upon our 
purpose there by the flickering light of the 
little oil lamp 

Mistress Lucretia Kearey, for all her eighty 
odd years, was still proprietress of the old 

Kearey house that stood across the road from 


the courthouse in that remote section of the 
Kentucky mountains. It was t e I, the court 
stenographer, boarded when court was in ses 


sion This day, t \ 
and supper being over, the dishes washed 
and kitchen-house put to rights, we gathered 


around the table i Vas de aid Set on te iching 


determined to teach young David shorthan 
Hadn't he sat day in and day 

room watching intently while I took down 
testimony ? 


I CAIN d thouten no larnin’ and writ 
in’,” Granny Kearey had confided to me when 
her grandun was not within hearing, “but I'n 
bound to make on like I crave to larn hand 
writin’, so’s to egg David on to master them 
hen scratches you're ever pesterin’ him with.” 
“Well,” I had retorted, “‘y n't want a 
bright lad like David to go through life be 
hind a plow, « 
do you? Now tell me, Mistress Lucretia 


: ve : 
teaching a small district school, 


Kearey 
But before the ol 


1 woman could make 


IP's CATCH 
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AS CATCH CAN 


T 
answer, i 


marks, “B 


are all rig! 
don’t go tar 
But take s] 


I expansive 
sibilities, 


go with s 


\ ’ 


“Woman,” 


in her ey 
secutin’ 
big talk al 


rgeufy with 


vritin’ book.” 


next day’ 
Stare whi! 
shorthand 
I recorded 
ind there 


\nd then, 
Granny, inv 


brief ca se, 


I 


},! . 
IDI¢ certain 


( 


Ss 







































































By JEAN THOMAS, 


to quality my brash re- 
ww and the district school 
ir as they go gut, they 


igh!” I caught my wind, 


and the typewriter,” said 
’s no limit to their pos- 


telling where a body can 


; — . 
Ne@arey aid a twinkle 


ly would think you wuz a 


s togethe ind q e young 
irns off with that con- 

g at my portal type- 
thar hen scrat s on your 
sidled up shyly to the 

| had carefully placed 


1d watched with keen de- 


Mer teomedt , a «= n 
y typed of momy | 

s and documents for the 
He gazed with hovering 

ected and re-wrote some 


He smiled with delight when 


\ 


lucing my Manual from the weather 


¢ 


h I read back to him. 
already leagued with his 
is clear for a while. Pro- 
beaten 


d David several plates of 


F. S. (Bud) Crawford, 
one-time stenographer- 
typist, now District 
Manager of the Motor 
Transport Division of- 
fice at Louisville, Ken. 
tucky, is aving his bit 
to help win the War 
by assisting the O.D.T. 
in keeping our vital 
motor transport system 
in operation in spite 
of the serious wartime 
shortage of tires, parts, 
trucks, and manpower. 


v 
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+ But Don’t Let Them Get Away 


The Traipsin’ Woman 











shorthand. “It’s easy as falling off a log,” I 
enthused 
“Onct you 
Granny observed matter-of-factly, “and ginst 
your pencil can scurry to and fro acrost your 
yvritin’ paper, ketchin’ every word that draps 
Jedge’s lips and the witness’s, too, 
Woman here ketches it, 
hither and 
level land 
with 


larn off on that contrapshun,” 


from. the 
like the Traipsin’ 
David, you can go galavantin’ 
m—maybe way off yonder to the 


You can 


knowin’! 


yearn cash money such 


_ , 
PHAT was in my early court reporting days 
in the mountains of Kentucky, and David was 


first pupils 


me of my { 


well for a time, but 
when the curlicues and pothooks’ grew 
difficult, David about to balk on 
me. Then it was his Granny took the bit 
and aided and abetted me in the 


Lessons went fairly 


Was 


more 


ner teeth 


indertaking 


You caint larn no younger,” she'd persist 
[hem chicken scratches ain’t nary wight 
more warrisome on you, David, than this 
ere hand-writin’ is on me.” She gripped 


er pencil and bore down heavily on the trac- 
name I had made in a blotter 

To make a long story short, Granny learned 
grandun mastered 


ing of he: 


to write her name and het 
the chicken scratches. He eventually took up 
‘porting and taught classes in a busi- 


ss school at night, spurring his shorthand 


upils on with accounts of his own beginnings 
He still writes shorthand and is an expert 
typist, though today he is behind an important 

nation’s capital, in a very vital 


[1 S trulv adventure, to my way of thinking, 

to see the keen interest in shorthand and 

yping of those one bumps into accidentally 
the out-of-the-way by-paths of life. 

Take Frankie May. I believe I mentioned 
er in a previous story in the GREGG WRITER 
Frankie makes me feel less than a grain of 
lust when I view her tireless efforts. I take 
pride in the fact, that it was my 
rivilege to give Frankie her first lesson in 
yping and urge her to take up shorthand 
But I’m bound to admit that Frankie, unlike 
David, did not need much urging. Not only 
is she a skilled worker at an airplane fac- 
tory, but her superiors at recognized 
er eagerness and ability and are training het 
for the responsible job of supervisor of an 
important branch in aircraft production. 


however, 


once 





Frankie McCoy Wellman, busy war 
worker, is an enthusiast over short- 
hand and typing 


v 


remember how it fascinated me,” Frankie 
last week, 


typewriter 


‘to see you operate 
your portabl So I made up my 
mind I'd never stop till I mastered it. I still 
hit a’s for z's, you see, but that doesn’t stop 
me. I like shorthand, it’s like working a 
When peace I'd like to start 
shorthand and typing like 
followed court 
tains. I’ve got my eye 

gets back home from 
the war. His folks live neighbors to my folks 
in the West Virginia mountains. Our folks, 
in the Home war used to be ene- 
Of course as soon as my 


wrote me only 


puzzle comes, 


a home class in 


you used to have when you 
reporting in the mot 


on a scholar. 





when 


way back 


mies—but no more 


little boy, Bud Danny (she enclosed his pic 
ture taken at her father’s home in Driz 


zly Hollow) is big enough, I aim to have him 
learn shorthand and typing. I tell him it is 
even more fun than picking a banjo, which is 
his main delight now 


AND so it goes. 


[ keep in touch with my 
shorthand pupils, tor I’m 


proud as can be of 


their progress Continued on page 140) 
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“No one can escape you with that short- 
hand and typewriter,” my young nephew says 
He was less than school age, about the age 
of Bud Danny, when I began telling him « 
the wonders of pothooks and the keyboar« 
Though he did learn to pick out his name on 
my battered portable then, he did not take 
up shorthand seriously until he had finished 
gh school. I could not get away from my 
childhood habit of getting down to lessons at 
he kitchen table—in my school days my 
rents could afford but one coal fire in our 
rented house, and that in the kitchen stove 
So our lessons, the nephew and I, were 
started at our kitchen table, the minute he 
showed a hankering for shorthand. Not only 
did he become a proficient stenographer and 
typist, but he exercised good business judg- 
ent as well. Without a dollar of capital of 
is own, he started and conducted for several 


f 
I 
} 
l. 


years a transport business, hauling new cars 
from the Detroit factory t 
in the Kentucky mountains 

He did all his own business correspondence 
m his installment-bought typewriter — the 
same installment plan by which he acquired 
his first big transport truck. And he made his 
own stenographic notes at business meetings, 
and took down some good advice from older 
and wiser executives with whom his transport 
business brought him in contact 

When war came, because of his cool, clear- 
headed thinking and ability, he was placed 
at the head of Defense Transportation in Ken 
tucky. “Shorthand and typing,” he often tells 


job Unck 


prosperous dealers 


me, “were my stepping-stones to tl 
Sam has entrusted to me now 

BEFORE he took over the Defense Trans 
portation job, young F. S. Crawford success 
fully conducted s own | Crawltord 
lransport ( with a fleet of high- 
powered trucks and a score of competent 

l‘or several years had not had a 
ngle fatality on the crowded highways which 
his trucks traveled. He himself drove thou- 
sands of miles, but he found time when rest 
ng at the wheel to jot down business ideas 
that presented themselves as he stopped some 
imes for repairs, or to fill a tank. Because 
of his efficient supervison, The Crawford 
lransport Company was awarded the Large 
Fleet Trophy. It was this splendid recogni 
tion that turned Uncle Sam’s eyes toward 
the former stenographer. 

Always I had wanted him to be a news 
reporter, and knew that shorthand and typing 
vould be a priceless asset, pointing out to 
him my good friend Robert J. Casey, of the 
Scripps-Howard papers, who is doing such a 
grand job of reporting from the near-battle 
front today. I held up, too, as an example 
before my young nephew, my good friend, 


nnan 
pany), 
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1¢ late O. O. McIntyre. But since my young 
kinsman did not elect the profession of news 
reporting, I know of no better war effort than 
his own big, responsible job of Defense Trans 
portation in Kentucky. 


IT is strange what unexpected avenues 
shorthand and a typewriter will lead a body 
into. One summer day I was trudging la- 
boriously a narrow footpath over a mountain 
In the distance I heard a youthful, boyish 
voice singing a lovely old ballad. Investiga- 
tion revealed a lad, apparently hopelessly 
crippled, in a sort of basket-like conveyance, 
his limbs twisted and locked under his body. 
“Frog Boy” thoughtless neighbor children 
called him tauntingly. His hands were cal- 
used, for it was by them he propelled his 
conveyor. It came about that he sang many 
ballads for me, while 1 tapped them out on 
the portable. But that was the least of it 
[he typewriter and shorthand so fascinated 
him, he finally told his Granny right out that 
he meant to learn it and there was only one 
way, he would first have to go with the “j’int 
doctor” to the hospital down in the level land 
and get his “carcass straightened out.” After 
many operations (bloodless surgery, because 
is Granny believed shedding a body’s life 
blood by the surgeon’s knife, a deep-dyed sin) 
the boy was finally restored. He can walk 
His hands have lost 
His fingers became 
nimble through using a typewriter, which we 
wangled, without much effort, from an inter 
And though the boy had but 
eighth-grade schooling, he does fairly well 
vith shorthand and hopes to become an ex 
pert. “So’s I can set down testimony in the 
court room, or maybe write off letters with 
them powerful big words like the j int doctor 


straight as a corn stalk. 
their unsightly callouses 


ested surgeon, 


handle — 


WHAT with t ipsin’ to and fro across the 
country, through the level land, the mill towns, 
into the mountains, doing odd jobs in post- 
war activities, I’ve about concluded to follow 
Frankie May’s suggestion, to set up a short 
hand and typing school. somewhere near the 
Mayo Trail in the foothills of Kentucky. Al- 
ready a good friend, back from the front, has 
volunteered to use a station wagon contributed 
to him by a friend, to carry our pupils to and 
fro. We intend to start 'em young, we may 
even begin with Frankie May’s little son, 
who this year is going to his first school out 
near Drizzly Hollow. “He can pick a banjo 
to pleasure folks, why not tap a typewriter 
for his own good,” his mother argues, 

“Caint larn no younger,” I can fairly hear 
the echo of Granny Kearey’s voice across the 
years. I see again her nod of approval and her 
complacent smile, 








Tr 
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THE LONG AND SHORT OF IT 


A brief discussion of abbreviating principles already learned 





and two pages of review drills on word-beginnings and endings 
By JANET KINLEY GREGG 


[ this stage of the study it will be in Ii 
teresting and helpful to take a backward that 
glance at the various methods of shorten 

ing the outlines that have been learned 


would seem, in comparison to longhand, 
writing by sound with these few easy 
signs would be a brief enough form of writ- 
ing. But it is immediately obvious that what 
In the early lessons you became acquainted 





ver is not essential to the readability of an 
vith all the writing material—strokes, curves, uutline may safely be omitted, and so our al 
ircles, loops, blends—and their relative lengths eady brief writing is made still briefer. Of 
ind curvature, You also learned the easiest and ourse the idea of abbreviation by dropping 
uickest ways of joining them, generally called the latter part of a word is not new to th 
word-building principles.” shorthand writer, for such shortened forms 
As early as the first lesson you were in 1s memo. for morandum. are in common 
troduced to the idea of shortening forms for isage. We do the same in shorthand 
ommon words; in fact, you were given short 
forms for the ten words which make up one 
fourth of all the words you will meet in o1 
linary reading and writing. These words, you ——<$r s+ —z 
ll remember, are the, of, and, to, a, m, that, = i 
: . C 
is, and J In addition to all these things, (y C2 43 ; 
uu learned in that very first lesson to join ve 7 
mmon rds together phrasing,” as it ts 1 r 
rmed nemo(randum apprec(iate), enthusiasm 
\side from this plan of dropping the last 


ON! f the astonishing things about short mart of a word, there are other plans for ab 


and is the fact that all the material used  preyijating outlines all through the systen 
ictually consists of only twelve characters or Difficult and eccentric as our language is 
signs, including the dot. Did you realize that? there are many consistencies that can be and 
hat explains why the constant repetition of re taken advantage of in shortening out 
ese simple signs in writing words and phrases ‘nes 
omes more or less automatic as one ad 
inces in the study of the system. Here ars THE fact at w d t the 
5 S el yr need be n ed 1s a it simp! 
ng factor, as : xan by 
—— —_ —_ rd ) en w Ss nay | 1s na 
f 4 7! is } ris ¢ " 
; a n 
While these are all the basic signs used, sf ™ > Y 
they are varied in size or length, just as e and ~~ ae a. 
ire distinguished in longhand by length. Then 
t course, there are slight variations or modi wation, a@tention lerision, collision ppitctas 
itions of curvature, etc., to increase the esi 
tacility with which certain signs may be l jownward short stroke for sh ade 
‘ined to others iately indicates any of these similar ending 
y ‘i 
: 7 You have learned to write pr tor per pur 
) ) (and sometimes /? und to write a dot t 
‘aa ™ > ng. This. too. is the means of shortening ar 
en, friead witline, is a kind of abbreviation. The redson 
for an abbreviation is not always apparent 
Isn't it surprising how all the words in nor is it at all necessary to understand ‘th 
such a rich and flexible language as English reason, but it is interesting to see how. a1 
an be expressed so easily and briefly by so abbreviation usually serves more than the 
tew simple signs ? me purpose ff making an outline shorter 
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outline more legible 
omission of a in the 
dation, 


it usually also makes the 
Take, for example, th 
terminations nition, nation, 
these, as we know, are written 
Now a vowel between two 
sometimes slight 


dition, 
tition, tation 
without the 
straight strokes 
curve, | 

the outline. shortened, 


vowel. 
causes a 


3y leaving out the 
but the possibility of 


against because the 


vowel not only ts 
misreading it is guarded 
straight lines stay straight 


condition, foundation, 


agifation 


destination, 
repetition, 


definition, 


For the same reason the outline for earnest 


reversed e-n-s, for if the second 


is written 


vowel sound were included the n would tend 
to curve in very fast writing, making the 
outline look like rliest 

az C+ 

earnest, earliest 


ry - 

THE prefixes and ! 
the Manual, but it would be well to run ove 
then 


them as a review—perhaps to run over 

several times. You will have comparatively 
little difficulty in remembering and writing 
the most frequent words, because they occur 


in everything you write, but the inclusion 


of one or two intrequent Ww rds in the dic- 


tation—such as s 
bility—may make your pen 


while the rest of the dictation 


feont isusceptible, vist 


stagger around 


goes on. 


Your practice on, and familiarity with 
common words will give you more time to 
deal with unusual hey occur, 


words when 
" 
i 


but the employer will ju ability 
largely by the promptness with 
write the unusual words. If 
experienced in reading back your own notes, 


funda 


ge your 
which 
difficulty is 


you 


and again to the twelve 
system. It is 


go back again 


} 


mental characters of the essen 


tial that these characters be thoroughly mas- 
tered, as to size, slant, curvature. If they 
are not so mastered, they will become wild 


and distorted under the strain of rapid writ- 
ing. Fluency and precision in writing should 
be the governing thought at this stage. 


ra ae. 
C5 DP FHF YS 
4 /S7CEeG4 YG 


! would, he would, I did, he did, rich, large, serve, 
save, plan, principle, praise, prepare 


And of course this means proportion; that 
is, making clear distinctions between the 
different sizes of the characters. One great 
veakness on the part of many students is 
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small and 


makes 


failing to make small circles very 


large This alone 


comes to reading 


the large circles very 
a great difference when it 


tten not 
Itt es 


hurriedly wrt 


KEEP up your pra 
holiday period you may 


and the New Year 


during whatever 
have for Christmas 
thand has been 


tice 


Once shot 


learned, it will not easily be forgotten, but 
loss of skill and writing ability will come 
very quickly with disuse. May you have a 
appy Christmas, as we all look torward to 
1 greater promise of good in the New Yea 
than we dared to hope for a year ago 


4 Review or Worp BEGINNINGS 


AND ENpINGS—I 
relerence 


Irranged alphabetically for easy 





after ftery ifterm , aQfterdinner, after 
ight ther , reas age stvrage ba 
7 ” agr- aggr- 
rarian agreed lgronon ’ te ngarcaate 
grieved; @al- almost, alterat t 1 ri 
’ ant- t lat t t a 
’ ant arious nefar ’ , 
, 
be- be» t 
rbality, ad Dtitt ida 
sensibilty; -ble rout a 
tal le 
can- candid, « lor cate con 
ite, abdicats j ‘ 
centr- center- ntral tr ntripeta enter 
é -cient -tient -ciency nt, efficient, patient 
fictenc) -cious -tious ‘ at? ficts 
s feroct f -city sity «< 
p a} , cot 
cog- com mb ” 
mpare ” con- nfess, confer form 
metict; constr- < rain, constructor, cor 
ruct ty tr contr- 
counter tract ’ r r cou rpart 
ter coun ” ent 
de- bat lepr pert, decl- 
ire, declenst i leclamation; detr- deter- 
tract detriment riorate; dis- distance, dis 
er, display, disease lismiss; distr- destr- di 
ract, distress distribute destructiz destro) 
dition -dation edition, conditio 1ddition founda 
tion nsolidatt mmodatior 
-egraph-y ts raph telegraphed telegrapher 
telegraphy; electr- electric electric, electrode, electr 
trains; em- empha embodies, emp en- ¢ 
engage, enjoy e? -eous hideous, erroneous 
neous, courte $ bounteous, beauteous; -ever 
soever whoever, however, whosoever whatsoever, 
eresoever, whomsoever whensoever; every- 
erywhere, everyone, everyday, everybody; ex- ex- 
imine, excess, expense excuse, expect; extr- exter- 
excl- extract, extrem extricate, extrude, exterior, 
exclaim, exclamation, exclusive 


-flect -flection -flict -fliction reflect, deflection, con 


flict, infliction; for- fore- fur- forgot, forgive, for 


tunate, foresee, foreign, therefore, before, furnish, 
furnace; -ful thoughtful, awful, wonderful, useful 
helpful, beautiful; -fuse confuse, infuse, profuse 


refuse, transfuse, diffuse 
litigate, obli 
diligence, %m 


exigency 


-gate irrigate, instigate, investigate 
gate; -gence negligence, 
dulgence; -gency agency, emergency, 


(Continued on page 185) 


Siinaearee 
tntelligence, 
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Review of Word-Beginnings and 
Endings—! 
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ft 42 £45 So _ , 
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rgency contingency; -gram -grim anagram, tele 
ram, program, pilgrim; grand- grandson, grand 
mother randfather, grandeur 
here- heret heretofore, hereunt herewith, here- 
cretnbef ore 
ical -icle -acle article, icicle, barnacle, physical; 
ification notification, specification, justification, modi- 
ition, qualification “ify notify, simplify, modify, 
tify; -ily -ally heartily, readily, easily, hastily, 
rmally soctally, total im- impress, impression, 
pulse, wmprove, impossible; in- increase, infer, in- 
me, indeed, insist; incl- inclement, incline, include, 
usive; -ing being, bearing, banking, calling, pass- 


exceedingly, knowingly, 


tiy ‘ingly lovingly, 


mi kingl -ings meetings, savings, things, 
instr- instruct, instrument, instrumental; intr- inter- 
enter- intel- trepid, intricate, introduce, intrude, 
rest, interfer entered, entering, intellect, entel- 
-ish f } ; va h; -ivwe derive, 
pr ’ survive 
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ject deject, eject, object, project 
-late mutilate, isolate, inflate, translate; -less 
thoughtless, helpless, needless, careless; -let goblet, 
inlet, violet. booklet elity formality fidelity, uttitty, 


frivolity, faculty; -logy -logical analogy, psychclogy, 
chronological, zodlogy; -ly only, fairly, early, solely 
kindly 

magn- Mc- magnanimous, magnify, 
nolia, McIntosh; -mand command, demand, 
mand, countermand; -ment amusement, 
ment, treatment, equipment; -mental fundamental 
departmental, supplemental, ornamental; mis- misiaid 
mishap, misprint; -mission -mation commis 
permission, omission, information, estimation 
confirmation, formation; -mity -nity calamity, extrem 
ity, proximity, sanity, divinity; multi- multi 
ple, multiply, multitude, multiplex, multiform 

-nction, compunction, function, sanc 
tion, junction; -ngle angle, entangle, wrangle, tangle; 
‘nition -nation definit re iff mbination, 


magnet, mag 


vepri 
moment, pay 


misery, 
sion, 
serenity 


disjunction, 


The Technique of Taking Dictation X 


‘ By VELMA L. HARVEY 
OW do you rate in the technique of reread. While he is trying to think, do not 
taking dictation? You might check shift your feet or play with your notebook 
yourself on these points and find out sheets, pencils, or rubberband. Gawking about 


that there are 
actual taking 


: , 
Very tew stenographers realize 


sO many steps required in the 





, . . 
FIRST, be prepared for dictation. When you 


arrive at the office in the morning, fill your 
fountain pen and sharpen at least five pencils. 
Many stenographers use ten. Open your note- 
book at the proper place and write the date. 
Place a band around the used part. 


| Keep your note book in one spc cial place 
m your that pick it up 
quickly when called for dictation 


desk, so can 


you 


IT is advisable to learn the of the 
dictators as soon as possible, so that you may 
greet them, and not have to annoy them con- 
stantly by asking for their initials. 

When called for dictation, rise immediately, 
although you may be interrupted in your 
work. You should not show temperament by 
saying, “I wonder what he wants this time. 
He ought to know I'm busy.” 

Greet the dictator with a cheerful “Good 
morning.” Act pleased that you have been sent 
to him for dictation. 

If a dictator stands at the door, looking for 
a stenographer, don’t bury yourself in your 
work. If not extremely busy, volunteer cheer- 
fully to work for him. You will appear alert 
to him, and he may be glad to call you again. 


names 


BE quiet, like an invisible spirit. Avoid 
sharp movements that may disturb the dic- 
tator. Have your notebook ready before you 
sit down. 

You should not become impatient when a 
dictator slows up or asks to have a passage 





the room shows disrespect for the dictator 


During pauses, read over the last letter, make 


any notes necessary, or insert punctuation 
marks. 

When the dictator tells you not to take 
down what he is going to say next—that he 


is just thinking aloud, don’t daydream. Carry 
his thoughts in your mind, or if he is too 
absorbed to glance at you, jot down what he 
is saying, for the next minute he is apt to 
turn to you and say, “Those were just the 


right words. Did you get them?” If you 
didn't, he'll be disappointed and you'll feel 
stupid. 


IN reading notes back, don’t show off your 
speed. The boss is interested in what he said, 
and not in your ability to read back. 

Make note in your notebook of all special 
instructions, such as the preparing of extra 
copies. Don’t rely upon your memory. 

If you take in dictation a special delivery 
letter or a telegram, turn down the corner of 
the page, as a reminder. 

If the dictator is talking too fast, you may 
repeat the last word you've taken. This will 
be a hint for him to slow down. 

If the dictator answers the telephone, keep 
alert for references to names, addresses, or 
telephone numbers. Jot them down. This 
may save the boss the time and perhaps the 
trouble of looking frantically for a pencil or 
paper, and it will give him the impression 
that you are awake. 

After a dictator has been interrupted by 
a telephone call or a caller, you should be 
ready to read to him the last sentence, so 
that he may know where he left off. 
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; PENING OF THE 3] 
> GRAND OPENING 31h. 
The Art and Credentials Departmem FLO 
HIS, I fervently hope, is the last wartime cations for awards have been received since 
To G. A. Contest, and that ought to spur the first award, the O. G. A., was established 
all of us on to make it a smashing success 1 1912. Since then other certificate services 
befitting the victory ‘our boys will have won ave been added until today, when a series of 
when the final battle is fought! Let’s make iwards makes every step of your progress 
this vear worthy of our glorious tradition by interesting and wort vhile 4,150,346 cer 
putting the vim and vigor into whatever we tificate applications ive been received by 
do that will be needed to win recognition this department since 1924! 
and reward. You potential young business Also, some shorthand writer will have th 
men and women will find that your job only onor this year of submitting the 1,000,000t1 
begins where nut ghting me n s le ave s of i] plication to be sent American headquarters 
Your services will be needed in the recon for the O. G. A. Certificate! That should 
struction period, where you will work sid make all members erever they may b | 
by side with statesmen and businessmen to quite thrilled and proud! QO. G, A. awards | 
build once more for the peace and comfort are made not only t igh this department 
ff the peoples of the eartl of the Grecc Writer but also through th 
O. G. A. Department of the Gregg Magaz 
SOME of our fighting men may require a published in London, England. Dr. Gregg’s 
little time for readjustment to civilian life vision and fore 
when this war is ove! They may need a sight is responsi 
respite from the tough job they have been ble for this service 


doing and are still being called upon to do 
You must carry on for them until they get 
back into the swing of normal life. You'll 
work side by side then—and you'll want to 


so urgently needed 
by teachers to stim- 
late and maintain 


enthusiasm in the 
be worthy of those lads! Show them that 





‘lasses, and so help- 
ful to you students 


you didn't shirk r traimimng, eithe 

You ont t can stand shoulder t 
shoulder with them by making the most of 
your training to handle the office detail that 


must inevitably precede every contract for 


in spurring you on 
to make the most 
* your potential 
ability to write 
every implement, or service, needed to carry shorthand and to 
type Your big 
Thank You” to : 
the Chief in this 
year of his 50tl 


on the war to a successful conclusion. There's 
a big job ahead, 
and you will 
need to be ade 
quately trained 
for it. Intensive 
practice to per- 


Anniversary in 
America, will be 


: to practice con- 
fect your short- scientiously and 


hand writing 


earnestly to be- 
style in this 


come one of the 
finest and fastest 
shorthand writers 
. ~ of = y ' 
Parochial School t the system 
Division Trophy 


Contest, will be 
invaluable in de- 
veloping your 
shorthand _ eff- 
ciency, 





So, G reggites, 
take out that pad of 
writing paper, wipe off your pen and sharpen 
your pencil and let’s see what you can do! 
The Contest Copy is on page 190 

“Here’s the O. G. A. test of my secretary. 
I suggested that she practice for the certifi- 
cate because, while my own shorthand is a 


THIS year will 
be memorable, 
also, because 
during the next 
few months we 
will issue the 





School Cup, High 4,000,000th cer- little rusty from disuse, I think her short- 
Schooi and Col- tificate! Ov er hand will improve from a little practice for 
lege Division 5,000,000 appli- a better style of notes,” one employer wrote 
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ly ANNUAL O. G. A. CONTEST 


YLORENCE ELAINE ULRICH, Director 





You may be interested to know that | ot Gregg Artists 


received one of the O. G. A. Membership c: your notes will be 
tificates back about 1914. I have it somewhere considered for th 
still. Guess I shall have to find it and have attractive O. G. A 
it framed for the office just to show these Membership Cerifi 

ng things that I, too, know something cate as well as for 


ibout the art of the Contest if you 
taking dictation as address them to the 


well as giving it!” Membership Exam 
Well, Mr. F. B. iner. More power 

why not try your to you! 

own hand in the Verbum sat sapi- 

QO. G. A. Contest ents! 

this year? That 


ught to convince Instructions 


em! for All 


ersonnne direct 


ors and transcrip- Contestants 


tion supervisors : 
_ EAD the dc 





who would like to . 
or tails becaus: 
see their stenogra- ' . . 
they are important Private School 
phers a little more : 
: to correct entry Cup 
proficient should ’ : 
: Underline the i 
urge them to prac- 
uctions that apply to your own submissivo1 


tice tor the O. G. A 


Contest. Secretaries 





An O. G. A. Contest Blank, properly filled out 





: : must accompany s | ntest clubs. This blank w 
and reporters who be published in the January News Letter, or 
spend a little time be mailed upon request accompanied by a stamp 
to improve their — wes 
shorthand penman- There is no fee charged for Contest entry, | 

<Page tae - ers are to be considered for the O. G. A 
ship stvie now, will Membership Certificate also, the club should be a 
see the value of it dressed to t Membership Examiner and the us 
immediately in the  ‘esulations for Membership application comy 
greater Cast with - Papers subs —_— for Contest only shows & 

=. : < iddressed to the O. G. A. Contest Committee 
vhich they can take 3. The Contest closes March 15, 1944, and papers 
lictation and tran that reach us on or before that date will be cor 
scribe their notes sidered Results will be announced in the June 

Students and ste- Greco Writer. No report on the Contest (except 

< pos ‘ ng f certif ite report n Membershiy Certif 
nograpners wiil tind pplications and prize awards) will be given, exc 
a new pleasure in s published in the June Greco Writer 

writing shorthand 4. Nothing but the Contest Copy published on page 
after this practice ' should be used for Contest entry 
; ' { test Ten or more st nts are- required to constitut 

— ; ‘ a team to be entered in any of the School Div 
Perfecting yne s sions. Only one team may be er 
skill in any art is tered by any one school, althoug! 
= itself thrilling the students of one or mor¢ 

: ; teachers may combine their work 
and satisiying But nte one club representing the 


Grand Prize 


School Trophy 


school Schools having fewer thar 
ten students eligible may enter then 
for individual awards All team 
entries are automatically entered ir 
the Individuals Class. 


you may win one oi 
the beautiful con- 
test awards, too. 
Nuf said! 

6. To rate contestants properly, 
teachers must state specifically 
which entries are from Junior stu 
lents and which from Seniors. A 


RALLY to the cause of better stenographic 
service, folks! Organize your time tor practice, 

and try hard to win one of the lovely prizes Junior shall be a student in the 
ffered in this Contest. If you have not al- Individuals a se ae See foes a. 
ready applied for membership in the Order Cup nore than f 





ve months’ instruction 
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ely 4 « 
The Contest Committee will be Dr. John 
Robert Gregg, Chairman, Mr. Hubert A. 


Hagar, Mr. Charles Lee Swem, Mr. Guy S. 


Fry, and Miss Florence Elaine Ulrich 


Rules Governing Preparation 
of Contest Papers 


: poy Contest is open to all shorthand writ- 
ers, except those winning first place in a 
anew! 


us event 


oO. G. A iwa 
©) t t “ l considered from any 
but tl Contest copy may previously 
ed for t best style the contestant is able 
Mail contest entry t Tue Greco Writer, 270 
Madison Avenue, New York 16, New York. Do not 
roll papers or put them in t thes. They should be sent 
ry flat. Post m be paid at first-class 


i 


rates. Please see that the package contains sufficient 


very 


Rating of Notes Submitted 


HE rating of a school team will be based 

on (1) Percentage of papers submitted 
from shorthand students under instruction. (2) 
Percentage of papers reaching O. G. A. Mem- 
bership standard. (3) Percentage of papers 
rating Honorable Mention. (4) Supplemental 
rating of one point for each Honorable Men 
tion. (5) Additional one-half point of credit 
for each Junior student meriting the O. G. A. 
Membership Certificate. 


Teachers May Enter Contest, Too 


Using the Special Copy Given Below 


rately from those of 





’7 E recommend that 

' every profession 
ally minded shorthand 
teacher who has not 
previously won first 
place in tl Teachers’ 
Division submit his own 
notes in the O. G. A. 
Contest this year. The 
teacher’s entry must be 
written from the copy 
given here, _ entitled 
Natural Resources 


THE Teachers’ Di- 
vision of the Contest 
will be open to all bona 
fide teachers, and to 
student-teachers attend- 
ing normal schools and 
colleges. The specimens, 
which must be pen-writ- 
ten, will be rated ex- 
actly the same as the 
O. G. A. Contest en- 
tries—on fluency of exe 
cution, correct forma- 
tion of characters, 
proportion, slant, and 
spacing—but the stand- 
ard will be much higher. 

Any teachers’ entries 
should be mailed sepa- 





Teachers’ Contest Copy 


NATURAL RESOURCES 


UNTIL the nineteenth century the 
vast inherent wealth of the earth had 
scarcely been touched. Within the last 
century and a half, however, nature 
has been forced to do more than 
yield a mere annuity; she has been 
made to surrender principal as well. 

The present age is witnessing a 
whirlwind attack all over the world 
upon the slowly accumulated resources 
of forest, field, and mine. 

Imagine our plight today if such 
an attack as we are now making upon 
nature’s bounty had been launched in 
the first century instead of the twen- 
tieth, and had been continued during 
the intervening years! Rossiter has 
called attention to the fact that at 
the rate of the present assault upon 
the stored-up resources of the earth 
her vast wealth may well become 
exhausted at no very distant date. 

—Selected 








the students, and ad- 
dressed to the Teachers’ 
O. G. A. Contest Com- 
mittee, The Gregg 
Writer, 270 Madison 
Avenue, New York 16, 
N. Y., and must reach 
us by March 15. 


TEACHERS’ AWARDS 


First Prize: Small 
Silver Cup. 
Seconp Prize: Official 
Gregg Fountain Pen 
and special Gold and 
Enamel O. G. A. Pin. 
HIRD, FourRTH, AND 
FirtH Prizes: Ameri- 
can Readings in Gregg 
Shorthand autographed 
and a Pearl-Set O.G.A 
Pin 

In addition to the 
above prizes, to each 
teacher whose notes rate 
just below the prize 
winners and who re- 
ceives the Certificate of 
Proficiency with Honor, 
will be awarded the 
(Continued om page 190) 
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ANNUAL O.G.A. CONTEST PRIZES 


Contest Open Until March 15, 1944 


Ten entries or more are required to constitute a school team. 


Members 


of smaller classes are eligible for the Individual Prizes offered. 


GRAND SCHOOL PRIZE 


ONE HUNDRED DOLLAR WAR BOND to the teacher of the team scoring 
highest of all three divisions, together with the MAGNIFICENT SILVER 
SCHOOL TROPHY, engraved with the name of the winning school and to be 
held by it for one year. When this cup is won by any school three times, it will 
be retained by that school permanently. If more than one teacher is repre- 
sented, Bonds or Stamps will be equally divided. For instance, if there are two 
teachers, each will receive a $50 War Bond: four teachers, a $25 War Bond. War 
Stamps will be awarded instead of a Bond if a better division can be obtained. 


Every team (ten or more students) entered in the Contest will be put in com- 
petition for this Grand Prize. The school winning it is automatically taken out 
of competition for the First-Prize Trophy in its respective division. 


SCHOOL AWARDS 


Identical awards will be made in the three 


school divisions—the High School and Col- 


lege Division, the Private School Division, 
and the Parochial School Division—except 
that the cups shall be of different design. 


First Place. SILVER CUP engraved 
with the name of the school and to be 
held for one year, and a TWENTY- 
FIVE DOLLAR WAR BOND to the 


teacher of the team winning first place. 


If more than one teacher is represented, the 
money prize will be divided, and the award 
made in War Stamps. 


Second Place. SECOND-PRIZE BAN- 
NER to the school and a copy of the 
GREGG SHORTHAND REPORTING 
COURSE to the teacher or teachers of 
the winning team. 


Third Place. THIRD-PRIZE BAN.- 
NER to the school and a copy of the 
GREGG SHORTHAND REPORTING 
COURSE to the teacher or teachers of 
the winning team. 


Next Five Places. PRIZE -SCHOOL 
BANNER to the schools, and specially 
made GOLD AND ENAMEL O.G.A. 
PINS to the teachers. 


HONORABLE MENTION CERTIFICATES 


will be awarded to each school submitting a 
team qualifying with a score of 50 or better. 


INDIVIDUAL PRIZE AWARDS 


First Place. A copy of the GREGG 
SHORTHAND REPORTING COURSE, 
and $5.00 in WAR STAMPS. 


Second Place. An ESTERBROOK 
FOUNTAIN PEN DESK SET and a 
specially made GOLD AND ENAMEL 
O.G.A,. PIN. 


Third Place. The official GREGG 
FOUNTAIN PEN and a specially made 
GOLD AND ENAMEL 0O.G.A, PIN. 


Next Five Places. The GREGG 
SHORTHAND DICTIONARY in min- 
iature, autographed, and a specially 
made GOLD AND ENAMEL OG.A. 
PIN. 


Next Ten Places. AMERICAN READ- 
INGS IN GREGG SHORTHAND auto- 
graphed, and a specially made GOLD 


AND ENAMEL O.G.A. PIN. 


Vext Twenty-five Places. A YEAR’S 
SUBSCRIPTION TO THE GREGG 
WRITER and a specially made GOLD 
AND ENAMEL O.G.A. PIN. 


HONORABLE MENTION 


1,000 GOLD 0O.G.A. PINS will be awarded 
to the writers whose notes rank just below 
those of the prize winners. 
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an ne ee ee Ges Nee | 6G. A. Content Com « 


monogrammed leather-bound Desk Pad jf 
\ Cortificat Prof will he awarded For instructions see pages 187 and 188 
each teacher whose notes qualify Persistence Wins 
The O. G. A. Membership Certificate will 
be awarded t i teachers (not al eady mem 
rs t the © whos notes meet. the ») -z qf « A — y 
QO. G. A. standards but do not qualify for one 
the highe Va s ) 


Another “Military” Setup ) ) 9 
That Gets Results . 


w 
| 
™ 
+ 
{~ 
ft 
f 


OUR articl elating the success otf Sister a : 
] } } = 2... A , = 
M I rest from Madonna High, wit al Pp —_ 4 
| 1+ ; truglent { ¢ 4 
ner advan i typing stuace Ss \ s re i ' ) - 





g students and by means of ; military pl @ : 
motion program great strides have been mad 2 ——/J ’ ... t 
1) the one-minute tests — —T 
Each student is drafted and made a Privat - 5 a Cb) 
1 the Army of Typists Promotion takes ~ ~ - 
ict n anew speed ts reached: | 
, yi - 
» . unit a\ \ Ss | nute . a —— c a a 
eit net s per minute s C_ | 
{ 4 " . / - -" r 
a o aa t_/ GF oan 
Ma ( ( mnute —=—~s oT > 
(, I it 
7 ' — x ~ a ad 
PHI SE test ! ne minute and mus -” § v ¢_7 heen 
ve typed wit t I | regular Gregg 
"a =) 
Competent 1 lest 5 f mat . J io 9 
H ] a —G < wv ?> - 
} I S rt t LOY ? nts Ss 
ink in t \ \ vpists are posted or > y é og ~~ 
] ( Ce 
the bulletin board 
\t the end of the first quart 1] aa / = 
: ~ - o Ls / a 
wast of 1 Ma 5 Captains, 5 Lieutenants wae . 7 er 
’ Q Ger ant / 6 
ind o& sergeants Lt . ) 
In other words ven ot t students ha , a ee ie fF «z " 
ea 1 more tha 20 words a minut 
ithout an err Chis intensive drill on pet j ) 
fect copies of one-minute tests has improved _ Sp — a oe > 
their accuracy record and stepped up then ; / 
speed. On the customary five-minute accuracy a S37 ZA y “ 
test, usually fifty write without any errors, / 
twenty with one error, thirty with two errors, c : 
ind the remaining nine with anywhere tron 2 aig — ~~ (Coa 
three to ten errors [That means that only 
nine out of the 109 get a grade of F on thet 
2 —J t v . 
uccuracy test — — 5 
P ~ 
a so. 
HE speed tests are showing the good results 9 is ) 
ages - 7 eo” core 
of the minute tests also According to their > oA 
Progressive Charts, most of the class ar 
arts, I é : (gs p @ - 
, ° nW~ 4 ; Ale" 
ahead of the required gross speed according t uv 2?» ? - aa 
the Gregg Chart In fact, there are seven 
girls that will make their “30-word Award’ P 
within a few days, as they are writing around . 2 & ee es te 
28 now with less than three errors on ten- 
minute tests—Sister M. Joseph Ellen, Nativity 4 = ai ; 
Commercial High S ) Detroit, Michigan 
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December Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite check- 
ing and insure accuracy in making out certificates. December copy is good as membership testis jor 


O. A. T., C. T., and O. G. A. until January 25, 1944 


Senior O. A. T. Test Ral 
INSTRUCTIONS: Type the following rough draft. Underscore headings and rearrange statistics in ‘‘( 


in the order of length of time taken for delivery of mail in each city. Watch tor and correct errors in spelling 
punctuation, and word division. 





TIME CHECK ON THIRD CLASS MAIL 
rn, 

At the previous meetins, a conittee of three members had 
ba nrot t to check the time it takes third-class mail to 
anive at its d@stination. The members experienced three dif- 
férent sets of results from their tests; and as a cons€quence, 
the refort of the commiftee was inconclusive. Ther¢ seemed to 
be a creat gGiscrepancy between the time of delifvery to near- 
t and to c@stant st offices. HWailincs fr le same st 

ffice varried considerably to distant points; and evidently, 
the delays were at t receiving post office. 

One commiteeman sent out third-class mailinzs from New 
York City, onday, April 23; and here are the catfes on which 

the mail was celftpered. (Insert fiscures civen below marked 
mA"), 
| Another co ttee menber sent out some third-class 
| wilinss on a Aye ey took t follc 3 time to arive: 
(nere "ct t sec tabulation) 9 
, + " han of ¢ Comttee): ails } tert 1 over a 
peric f ti from a New York vost office t three  ¢ i thr: nt 
points--Scarscale, Clevland, and Chicaco. Sone f the lete- 
r hers. This is the recard 
f the time takein for delvry. 


DRA ee /¢ 


Cet ; 3 
AW oth, Joy Ln LER 
or AY. _- Gor 1S 
fcowark, Xo. re” el 
[iutlank, Qh. ~~ 


Day 
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December Competent Typist Test 


Use double spacing in typing this ten-minute test 


lo find the gross number of words you write, divide gross number of strokes by 5; then deduct ten words for 
each error to get net words written. Divide this by 10 to determine the net words per minute. The number of 


strokes is indicated at the end of each line in order to facilitate counting the gross number of strokes 


After a certain letter came to me the year I was twelve, 
I made up my mind to become the most powerful man in 
my neighborhood. I had clipped a coupon from a magazine, 
signed it, placed it in an envelope and mailed it. The recipi- 
ent had written back promptly, with an enthusiasm border- 
ing upon pure delight, saying I was undoubtedly a man of 
uncommon intelligence, potentially a giant and unlike the 
average run-of-the-mill people of the world who were, in 
a manner speaking, dream walkers and daydreamers. I was 
a person who would some day be somebody. His opinion of 
me was very much like my own. It was pleasant, however, 
to have the opinion so emphatically corroborated, particu- 
larly by a man in New York—and a man with the great- 
est chest expansion in the world. With the letter came 
several photographic reproductions of the writer. He was 
a tremendous man and claimed at one time that he had 
been puny. He was loaded all over with muscle, and ap- 
peared to be somebody who could lift a roadster and tip 
it over. It was an honor to have him for my friend. 

The only trouble was I didn’t have the money. I forget 
how much the exact figure was at the beginning of our 
acquaintance, but I have not forgotten that it was an 
amount completely out of the question. I did not seem to 
be able to find words with which to explain about not hav- 
ing the money, without appearing to be a dream walker 
or a daydreamer myself. So, while waiting from one day 
to another, looking everywhere for words that would not 
degrade me to commonness, I talked the matter over with 
my uncle, who was studying oriental philosophy at the 
time. He said the secret of greatness, according to Yoga, 
was the releasing within oneself of all those mysterious 


written 


Strokes 


_ 


110 


168 


959 
1015 
1069 
1125 


1179 
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Strokes 


vital forces which are in all men. I told him I could not 1799 
begin to become the powerful man I had decided to be- 1851 
come until I sent the money. Although my uncle was not a 1909 
puny man, he was certainly not the man my friend was, 1963 
but it seemed to me that, at best, my new friend would 2018 
| have a great deal of trouble in a match with my uncle. 2074 


Long before I had discovered words with which to ex- 
plain about the money another letter came. It was as 2179 


cordial as the first and if anything a little more cordial. I 2242 
was delighted and ran about releasing mysterious vital 2297 
forces, turning handsprings, scrambling up trees, and try- _— 2354 





ing to tip over a 1920 Ford, and in many other ways 2406 
| alarming my relatives and irritating the neighbors. Not 2463 


| only was that man not sore at me, but he had reduced the —2520 
| cost of the course. Even so, the money necessary was still 2580 
more than I could get hold of. I was selling papers every _—_ 2639 
day, but that money was for bread, and stuff like that. 269% 
For a while I got up early every morning and went around 2753 
looking for a small satchel full of money. During six days 2813 


of this adventuring I found a nickel and two pennies, and 2871 
I also found a woman’s purse containing several foul-smell- 2929 
ing cosmetic items, no money, and a slip of paper. Three 2987 
days after the arrival of the second letter a third letter 3046 
came. From this time on our correspondence became one- 310! 
sided. In fact, I did not write at all. 3143 

The letters continued to arrive every two or three days _3199 
all winter and on until springtime. I remember the day _ 3255 
apricots were ripe enough to steal, the arrival of a most 3313 
charming letter from my friend. It was a hymn to new- 3366 
ness on earth, the arrival of springtime, the time of youth 3426 
in the heart, and many other things. It was truly a beau- 3483 
tiful epistle — and he said he could teach me everything in 3542 
one fell swoop, or one sweep fall, or something of that sort, 3604 
for only three dollars—Adapted from “My Name Is 3627 
Aram,’ by William Saroyan. 
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- Junior O. A. T. Test # 
(See also page 191) 


INSTRUCTIONS: In typing the following test, use 

your own judgment as to whether single or double 

space will give you the best display. Watch your 

margins. See what a good job you can do. Under- 
score the words italicized here 


v 


PROPOSALS FOR POST-WAR CUR- 
RENCY STABILIZATION. One of the 
most urgent problems to be faced after the 
war will be that of re-establishing the cur- 
rencies of the different countries on a basis 
that will give confidence and encourage re- 
vival of trade. Next to the feeding of 
starving populations and the maintenance 
of order in areas where local government 
may be temporarily broken down, nothing 
is more important than getting people back 
to work producing the things they need, 
rebuilding depleted supplies, and restoring 
their industries to effective peacetime op- 
eration. 

But if people are to do business with one 
another, and especially if they are to have 
the basis for the advance planning essen- 
tial to full recovery of trade and employ- 
ment, they must have faith in the money 
they use. It is because of the widespread 
recognition of this fact, and the fear of in- 
ternational monetary chaos after the war, 
that the tentative proposals for stabilization 
recently made public by the United States 
and British Treasuries have excited such 
great interest. 

The plans are provisional, worked out by 
experts, and are open for discussion. Cer- 
tainly we ought to be thinking now about 
post-war currency and making plans for 
joint action with other countries in coping 
with the problem. 

—National City Bank Bulletin. 


Gremlins of the Typewriter 


‘TI’ HE gremlins of the typewriter are funny 
little men that look little 

elves. They are the fellows that will come 
along and give your fingers a push when you 
are taking a test and make you strike the 
wrong key 

Then again they go up and release your 
margin and you make your copy all out of 
proportion. Maybe even now, if I looked, 
I would find one of these mischievous little 
elves shoving my paper guide over so that 
when I take out the paper to turn it around 
the margins will not be lined up 

Then, if you are not careful, the gremlins 
will enjoy pushing down the tabulator key 
so that your typewriter jumps too many 
spaces, causing your copy to look sloppy. 

They also enjoy pressing the tabulator re- 
when you try to line up 


something lik« 


lease key so that 
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vour copy you find that your carriage slides 
clear to the other side of the machine. 

These are just a few of the things that 
the gremlins of a typewriter do. But they 
do not do it to be mean; they are just mis- 
the Navy School 


ievous.—By a student in 


, Radio ( /per ators, New Yo rk City. 





Junior O. G. A. Test 
Dad Writes to Al 
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In addition to receiving the award, Honorable Mention is given in 


The GREGG WRITER ROLL of 
HONORABLE MENTION WINNERS 


these columns to the students submitting the best tests in each 
group during the previous month. This is a noteworthy honor for 
which every student should strive. 


mass GH 





SHORTHAND 


O. G. A. Tests Margaret Donlon, H 
Cath ce Girls’ Hig 
. I elphia 
junior O.G.A. Test P ania 
Mary 8 Is} H ( Vl Nasser, Cathe 
Woonsocket, K e | Hl s Sioux ¢ 
John Dvoract H l 


School, Garfield, New Jer 


Complete Theory 


f y Fryling, High 8 
Danv iif Pe ns ania 
Mi J N st. I 
tte Ru s John’s » @ . 
a oades sod . i Hig » x 
North Da 4 
{ Will! D n DeNs =. 
ae - ( Hig 
‘ ge ew Orlea “ em Week. Mew 
I i } 
Haz 1 High Sel 
O.G.A. MemMBersuiP Rellaire, Ohio 
" T 
Tes Robertson, Junior 
Therese B k St. A Home. Lexingtor rt! 
Coramere Sch ( ina 
Chicag Tilir is }’at ia Z ‘ Ss M 
Melissa Shiple Ww Ibur Acad Milwauk 
College, I Ang Ww i 
California 
, hy Mad Hig . , . 
ee mee By Senior Shorthand 
rsey Speed Tests 
I » Ar Aaberg, Higt 
s 1. Norfolk, Nebraska ] woRD SPEED 
I " ‘ ce 4 Ma I 1 ' ( ter 
= ) A ‘ il Schia Mi 
ania City, M na 
I se R ! Madonna 
. . High Scho Aurora 
Junior Shorthand illinois 
Speed Tests Lucille FE. Bisaillon, Bos 
ton Universit Colles 
. Pra al Ar & Letters 
é ) Spee 
WORD SPEED BR . Massachusetts 
D s Bellis, Glenville Higt Helen Bass ki, ¥.W.C.A 
School, Cleveland, Ohi Secretarial School, New- 
tuna Lee Overley, David rk, New Jerse 
Starr Jordan High School I e Nagel, Mr Ski 
Long Beach, California er’s Secrctarial Sch 
Kathleen Reed. Central Higt Huntington, New York 
School, Flint, Michigan 
Walsh. Townshl; 120-worp Sprep 
High School, Rantoul ngs 
Illinois Elsie W. Sutechek. Univer 
, . sity of Wisconsin, Mil- 
Huckleeberr Abra waukee, Wisconsin 
: Lincoln High Scho 
Council Bluffs, lowa Mary Gordon, Mrs. Skit 


ner Secretarial School 


Huntington, New York 


R0-WORD SPEED ‘ : 
Shirley Beckman, Centra 


largaret L. Schmitz, Y« High School, Sioux City 
n School for Spars lowa 
Palm Beach, Florida Margaret Wilkins, St 
Pear! Marie Kleiser, Hig! John’s High School, Pea- 
School, Tell City, Indiana body, Massachusetts 
Florence Brabant, Nort! Enola Mae Verney, Valles 
eastern High School, LD Business College, North 


troit, Michigan Hollyweed, California 





TYPEW RITING 
O. A. T. Tests Sarah Thomas, High § 


1 \“ Virginia 
Junior O.A.T. Test 1M H 
l ‘ Ml 
Marguerite Brault, St “-. “_ ~ 
\ sius Hig s 
Nashua, New H s ( 
M B r, I D ( 
LB ‘ ‘ I ! 
' a 4 
! . H : 
I a « M D ‘ York 
Call High & 
MeSher “ Pe 
ania 
Maxine G | Hich & 
Canton, Ilit Competent Typist 
Dorothy K M Speed Tests 
1 Acad I WwW 
Texas 
WORD SPEED 
we , 4 a & son, Hig! 
C.T. Progress Tests School, Creston, Towa 
. D> s Si ir, Higt 
30-worp C. 7 s Hammond, Indiana 
Fi} ena Mee Ss I J]. Paul, Naval 
High Set Passa N I g School, Bedford 
Jersey I ‘ 
Marjorie Giant Ce ! a « te cher Kra 
seat r High Set ! ti = i Colum 
Pennsylvania Nebraska 
B Perry, Rural Hig Ss T, Latin Ameri 
School, Miller, Kansas i i New Yor 
Ne Yor 


Blanche Sobieszezyk, Hig! 
1, Loup City, Ne 


School 


braska 
ap S 
Selon MaerCashie. Ci ; ap Sreep 
Comm ial College, Chi Mar } e Sanders, Wood 
cag Illinols ‘ m los A 
k Ca roia (67 
40-worp C. T. errors) 
‘ Fink. Fairview Hig! Byrd ts Gay, High Se 
School, Da,ton, OF \ lowa (¢ 
June Ovall, Kochester J r 
College, Rochester, Mi Is H Hist 
nesota , Matton ' ’ 
(66 words, 3 errors) 
H Hughes, High Scho 
Au n, lowa Donna Cerrick, High Sct 
Albuquerque, New Mezi 
Virginia Evans, High (64 words, 2 errors) 
Sct Crestor , 
! res low Ir O'Connor, Nazaret 
Virginia Wallis, St. K Academy, 1.4 Grange, | 
irine ¢ ercial &S 62 words ert 
Balti M and 


Senior O.A.T. Tests 


Virginia Falls, Que« ‘ Hawkins School, M his 
lege Charlotte Nort! Pennessee 72 words ] 


Carolina 
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December T ‘anscriplion Practice 


(413 Standard Words) 
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THREE STAGES OF REPORTING 


THE SHORTHAND REPORTER 


} J 





Competitive Spirit—Stage 3 of a writer’s progress from poten- 
tial stenographer of the classroom to full-fledged court reporter 


By CHARLES LEE SWEM 


Official Reporter. New 


discussed the firsc two 


ALREADY hi: 
of what might be called the psychological 
] 


stages of student progress toward becom 
ng a fast shorthand writer or reporter. I now 
approach the last stage, which I have chosen t 
all, for want of a more exact description, th« 
stage of “competitive spirit.” This stage, whik 


t quite so important as the other two, is, 


ywever, the determining stage in the develop 
nt of exceptional reporting ability. Ther: 
many writers who will pass successfully 
t ugh the first two stages and who will be- 
me fast shorthand writers and eventually 
ssful reporters but who, nevertheless, will 
t exct Chey will reach a certain averag: 
lity in reporting, with enough speed an 
general ability tc pass a minimum qualifying 

st and to hold an ave rage, mediocre positi 

i t theial i Ire ince report 

FOR some writ t sufficient ; 
they may t be psychologically equipp t 


ist eventually content themselves 


ith being just average. However, nobody 
ws, until tries, of what he is capable 

ce, whatever the level we must finally sett! 

vn to, none of us is content to envisior 
mediocrity as our goal. So, there is left that 
nal stage of effort to which we all shoul 
ertainly subject ourselves before we level off 


a static plane of ability. 


| believe this 

irit and of attitu 
the attitude of 

the ability that 

ment, the objective feeling that there is al 


Stage 1S more a matter ot 


le than anything else. It is 


not being content with the spee« 


we possess at any giver 


ys somebody else just a little bit better i: 


line than we ourselves are. It is the spirit 
ays in competition with the 
of our field. Not actual physical 


h we 


} 
n recog 


. 1 
ing aiW 


eaders 


red 


mpetition; not competition in whic are 


iow Off or to displace somebody, 


State in which 


seeking to “s| 
lse, but rather a 


1 we 
silently vie with those who have reached th 


mental 
p of our calling 


SUCH a spirit of competition does not neces- 
sarily involve the sitting down in public con 
test or Civil Service examination and matching 
ur respective abilities, or, where we have the 
opportunity to work side by side with the 
recognized leaders, the making of an ostenta- 











York Supreme Court 


thous effort to outdo the other It rather 
the sitting in judgment upon 
wn abilities and checking them mentally with 


are able to accomplish with tl 


man 
involves one’s 
what others 
same equipment 

It is the 
the incidental satisfaction or the possible dis- 


spirit which is important, and not 


couragement that may come from the indul 
gence in it. It is essentially an attitude of 
humbleness, for it presupposes the recognition 
on our part that, however good we may be, 


somebody else is always better; but it is also 
in attitude of confident resolution that we will, 
it is possible, make ourselves the equal of 


anvbody else 


THIS, I am aware, is no new truth suddenly 
liscovered by me. It is the 
f all school or trade or professional competi 
It is why the ac 
records of leaders in any endeavour 
ip for the emulation of students still in school 

to attempt to ar within them that com 
petitive spirit that will cause them, first, to 


motivating object 


omplishments and the 
held 


tion 


are 


ouse 


emulate and, then, if possible, even to excel 
vhat has been done by other writers in th 
same field 


It is not, however, enough to emulate. To 
emulate is simply to follow and to be content 
It is only those who develop the competitive 
spirit and keep it who eventually excel even 
leaders themselves 
Among shorthand reporters, to 
vhom personal skill is such a vital economic 
spirit seems never to 


thy 
tin 


espec tally, 


factor, the competitive 
It is a rare thing for shorthand reporters 
ase and not to match 
with another, not to 


dit 


» work together on a cz 


mentally their ability on¢ 
strive to put in as much time, to take and 
transcribe as many pages as the other man, 


do more, if possible, toward the com- 
of the They thus match 
themselves with not for display 
or for economic profit, but in order simply to 

It is a recognized char 


even to 
pletion assignment 
one another, 
hold their own esteem. 
acteristic of the conscientious, capable reporter. 
He can no more help it than he can help 
breathing. That is how he became a top-notch 
reporter. He possesses the true competitive 
spirit and will probably have it until he dies 

Now, this competitive spirit should not be 
confused with the ability actually to compete 


TT 
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From a Reporter's Notebook 
A. Barr, Los Angeles 
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[t is possible to possess it and secure a usetul 
idvantage from it without ever being a su 

cessful competitor in a contest, a Civil Service 
examination, or in the economic competition 
of life. Everybody does not possess the skill o1 
stability to 
“blow up” 

neve! 


the emotional 
people 


win competitions 
emotionally in an 


quite 


Some 
acquire th 
manual skill necessary to excel. | 
Civil Service 
mpetition year after year compete with thx 


mergency; others, 
ental or 
now many reporters who in 


aders, who never will “top the list” or even 
get near the top, but who never give up trying, 
10 never relinquish the thought that they are 


and wl keep at the top of 


WHo’s WHO 


, 
mpetitors, o thus 
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whatever ability they do betwee! 
which top and the relaxing low of the winners 
there is scarcely any real difference. 

I do not discount the happy state of the per- 
son who is a “good competitor,” but I am con 


scious that that good 


poss¢ ss 


fortune may be the result 
other physical accident, for 
take littl But 
any one of us, whatever our normal capacities, 
competition, 


of glandular or 


which he can personal credit 


in develop the spirit of thoug! 
ve never 
t an 
crease at least te 


tinually sharp, 


ontest ofr 
And we can thereby in 
extent, and keep con 
whatever 


enter a subject oursel ve 
examination 
some 
capacities we do 


possess. 


IN SHORTHAND SPEED 


Army Air Corps Sergeant Makes Good 


Reports Examiner A. A. BOWLE 





Sgt. J. R. Serles, Jr. 


HREE stripes on a soldier’s sleeve means 
he’s a Sergeant. So the snapshot sent 

me recently, in response to my request 
for a photo, would have told me, even had | 
not already known, that Diamond Medal-win 
ner Julian R. Serles, Jr., 
UL. S. Army 


ve have discovered serving in the 


is a Sergeant in the 
Medalists 
Nir Corps 


the second one of our 


THE Sergeant learned shorthand at the Mer 
rit Business School in Oakland, beginning his 
instruction under the supervision of Mrs. Scott 
and taking the advanced work with Miss 
Chase. Courses at this school are organized 
ym a ten weeks’ plan—ten weeks’ beginning 
theory and ten weeks’ advance theory; then 
from that time on, although the classes are 
still normally for ten weeks, progress is more 
or less individual. “If my memory serves me 
well,” Sergeant Serles writes, “it took me 
thirteen weeks instead of the usual twenty to 
reach the 110 words-a-minute mark.” 


It was but a short time after this that he 


Elena Bessolo 


with a larg 


btained 
paper products corporation in San Francisco 


me to Hanford, he found 


a stenographic position 
Chen, on returning hi 
friend 
had been reporting in the Kings County Su- 
perior Court for twenty years) 
of an assistant, so young Serles took over all 
the typing work later took notes, 
In the meantime he practiced several hours a 
day at shorthand, in preparation for the state 
examination. He took it, passed with flying 
colors, and became officially a Reporter of 
the Superior Court of the State of California 
in and for the County of Kings 

Serles kept to the Court until he was called 
as a soldier for Uncle Sam in September, 
1942. “Since that time,” he writes, “I 
acted in the capacity of reporter of courts- 
martial at the field, except for two months 
spent on detached service reporting cases in 
Phoenix, Arizona.” 

So far as his hobbies are concerned, 
geant Serles seems to be an all-round athlete 


that an old (another Gregeit 


need 


was in 


and too 


have 


er 
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He always actively participated in sports up 
to his entrance into the Service. Football, 
basketball, indoor baseball, badminton, tennis, 
claimed equal shares of his enthusiasm. He’s 
good in the swim, too! Since his entrance 
into the Army, it has been football and basket- 
ball for him—in addition to the “sports” that 


the Army puts you through! 


WHILE in high school he carried off several 
sports awards, including a special in the 
County and another in the Bi-County tract 
meets for his prowess as a pole vaulter. May 
be this exercise helped him vault over the ob- 
stacles that beset would-be expert writers of 
shorthand ! 

Perhaps we should add that he was salu 
tatorian of his high school class and is a life 
member of Alpha Omega Omicron, honor 
society, and of the Quill and Scroll, journa 
listic honor society 

At present he is serving his country in the 
best manner that his talents prescribe. 

HE lady in the news this month is Miss 

Elena Bessolo, from the State of Michi- 
gan. Home town, Negaunee, in the county of 
Marquett 

Miss Bessolo is quite a young and attra 
tive person, as you can see by her picture 
She was recently graduated from the Negau- 
nee High School, where she learned, among 
sther things, the rudiments of shorthand. Mr. 
Earl C. Messner was her shorthand instructor 
and evidently he did a very good job, for Miss 
Bessolo is now the recipient of the Diamond 
Medal. 

Miss Bessolo is a young lady who listens 
to good advice and acts upon it promptly. 
Her high school teacher said that she could 
go far with her shorthand and urged her to 
take reporting training 

So after graduation, off to Chicago she 
went, leaving for the nonce her skiing, hiking, 
and other sports that she loves so well, to 
sit under the guidance of an expert 


**IT CAME to Gregg College,” she writes, 
“rather doubtful, but once inside the walls of 
the reporting department, for some unknown 
reason I decided to stay. I had my good days 
and I had my bad days, and some that were 
utterly hopeless, but still I stuck to it and, 
under Miss Evans’ able instruction and con- 
stant ‘beating,’ I managed finally to pass the 
200 words-a-minute test.” 

Her further comment on why she won the 
medal is unique: “The test happened to be 
about the ‘honest, true-blooded people from 
the State of Michigan.’ How could I do any- 
thing but pass the test, being a native of 
said state myself!” 

Congratulations to these new winners of 
the Gregg Diamond Medal! 
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» Answers to Secretarial Quiz ¢q 
on Page 172 
| pet the regular Quiz questions for this 


month are answered here. The Bonus 
(Question, as we already have told you, will be 
answered in our February issue. Let us have 
your solution early—well before the January 
' 


l deadline ! 
1. Lay aside or “flag” such names and 
hand them all to your chief with some such 
remark as, “I wondered whether you in- 
tended to send this card to these persons. If 
you wish me to select a more conventional 
one for you, I'll be glad to do so; or per- 
haps you'd like to have me type a letter 
something like this for them.” (Here’s an 
opportunity to show your letter-writing skill.) 
He will be grateful for this additional indi- 
cation that you are “thinking on all eight 
cylinders.” And don’t forget the air-mail 
stamp on cards going to men overseas. 


2. Most assuredly not—at least not in a 
position that exposes the contents of the 
letter to the gaze of the unscrupulous passer- 
by. You may, however, twirl the platen for- 
ward, thus placing the message out of sight 
An even better plan, if you have a secretarial 
desk, is to lower your typewriter into the 
desk or cover it with its oilcloth cover. And 
don’t forget equally confidential data relating 
to the letter that may be lying on your desk; 
such as a contract, a telegram, or something 
of that kind. These can be whisked into your 
desk drawer 


> 


3. By announcing that this is Mr. Benton’s 
phone, you have destroyed the very purpose of 
a private phone—for use in personal or con- 
fidential matters. Such numbers are not listed 
in the telephone directory, and the telephone 
company will not divulge them. Only those 
to whom the subscriber himself gives the 
number knows it. Therefore in answering an 
unlisted phone, say only, “Hello!” and let 
the calling party identify himself first. 


4. First ask your chief if he will need 
you for a half hour or so, and explain your 
errand. Inquire whether he wishes to answer 
his telephone himself or whether you shall 
have his calls transferred to the department 
to which you are going. If you receive calls 
while in that department that you cannot 
handle because you are away from your “base 
of operations,” explain to the calling party 
that you are not at your desk at the moment 
and that you will call back immediately on 
your return. In some offices, of course, it may 
be possible to have someone whose desk is 
near yours answer your calls and take mes- 
sages. Business courtesy demands that your 
whereabouts be known at all times; otherwise, 
something important may be delayed because 
you are not on hand to supply your detail. 


5. Of course your chief must be wired, but 
first try to find some way to meet the emer- 
gency. If some other member of the staff is 
acquainted with this campaign, talk the matter 


| 
Nur ( 
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over with him. If your Duplicating Department is equipped to do duplicating from stencils 
is one of those up-to-date departments only, here is your challenge to do a “bang- 
equipped to do offset printing, you are in up” artistic stencil-cutting job. But you must, 
luck, for the circular can be reproduced from of course, first wire your chief for his per- 


a set of the printer’s proofs. If the department mission to carry out the plan 





A “Personality” Chart 


Prepared by the TRANSCRIPTION SUPERVISORS’ ASSOCIATION, New York City 


I. APPEARANCE EXPLANATION 
A. Wearing Apparel 
1. Coat or suit 1. Of conservative cut and color. 
2. Dress 2. Of conservative cut and color. Modish, but not extreme as to length 
of skirt and sleeve and as to depth of neckline. Even as to hemline 
3. Accessories 3. Immaculate. Free from rip and tear. Feminine 
4. Hat 4. Modish and becoming, but not rakish or bizarre 
5. Shoes 5. Clean. Straight of heel. Conservative. (Fragmentary heels and toes 
are in poor taste.) 
6. Jewelry 6. Appropriate to the costume. Unobtrusive 
B. Personal Grooming 
1. Hair 1. Clean, vital, neat, suitably coiffed for daytime wear. Of natural color 
2. Skin 2. Clean and clear. 
3. Brows 3. Following the natural lines. 
4. Teeth 4. Free from stain. 
5. Neils 5. Well tended. Free from nicotine or other stain. Restrained tinting 
permissible if desired. 
6. Make-up 6. Restrained. Suited to daytime wear and to one's natural coloring 
C. Posture 
1. Carriage 1. Body erect. Shoulders back. 
2. Walk 2. Step light and springy. 
3. Hands 3. Quiet. Avoid swinging in wide arc on walking. 
ll. SPEECH 
A. Voice 
1. Timbre 1. Pleasant. Well modulated. 
B. Diction 
1. Vocabulary 1. Clearly enunciated. Restricted to accepted usage. Absence of slang or 
colloquialisms. 
Ill. HEALTH 
A. Vigor 
1. Energy 1. Acquirdd by balanced diet, rest, and recreation. 
2. Stamina 2. Giving capacity for sustained effort. 
3. Emotional stability 3. Self-possession and control under ordinary circumstances and under 
pressure, 
IV. ATTITUDE 
A. Toward the job 
1. Alertness 1. Indicating an intelligent curiosity. 
2. Enthusiasm 2. At all times. a 
3. Objectivity 3. Ability to view the job as dissociated from personalities in it. Ability 
to accept criticism and praise constructively 
B. Toward fellow workers 
1. Courtesy 1. Under any and all provocation. ; 
2. Considerateness 2. Of the opinions, preferences, idiosyncrasies, and limitations of others, 
with disregard for idle gossip. 
3. Codperativeness 3. With subordinates and superiors. 
V. CHARACTER ATTRIBUTES 
A. Dependability 
1. Trustworthiness 1. In one’s entire professional relationship with fellow workers. In one's 
willingness to “follow through" a piece of work to its satisfactory 
conclusion. Integrity. 
2. Discretion 2. In the handling of confidential information. 
3. Punctiliousness 3. In the carrying out, without supervision, of company rules and 
regulations. 
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Santa Claus’s Idea 


By JOHN RIIS 


The Richmond News Leader 
Richmond, Virginia 
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Essential in Wartime—Attractive in 
Peacetime 


From “Choosing an Occupation,” a pamphlet issued by 
Pace Institute, New York, New York 
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Mileage Hints 


From “Esso Marketers” 
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Easy Letters 


By A. E. KLEIN 
For Use with Chapter Ten of the Manual 
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Kasy Letters 


By A. E. KLEIN 
For Use with Chapter Eleven of the Manual 
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By A. E. KLEIN 
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The Cave on Thunder Cloud 


From “More Tish” 


By MARY ROBERTS RINEHART 





Copyright, 1912, by the Curtis Publishing Company 
(Copyright, 1940, by Mary Roberts Rinehart) 





Reprinted in shorthand by permission of the author 
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